MCAI M5 32 USER S MANUAL

8.3 VAl NTENANCE

The five menu options under the Mintenance drop-down nmenu are Cl ass, Add
Student Record, Edit/View Student Record, Change Student Status, and G oup
Process. Use these nenus to devel op and nanage student information.

The followi ng steps sunmarize how to access the options under the
Mai nt enance menu.

1. dick on the Student Cap icon. The MCAI M5 Student Managenent
wi ndow (Fi gure 8-01) opens.

2. Choose the Mintenance option on the nenu bar. This displays the
Mai nt enance drop-down menu (Figure 8-09).

B student Management

File Tables | Maintenance History Reports

Main Class
Student
ﬂl L Menu_ Add Student Record

Edit/Wiew Student Record
Change Student Status K
Group Process 3

Figure 8-09. Maintenance Drop-down Menu
3. Choose the desired option.

8.3.1 dass

This option allows you to regi ster students, start a class, graduate a
class, upload a class to BNA, and create a statistics report about the
class. The shaded Add, Delete, and Retrieve functions are available only
through the System Adnministration nmodule. The Statistics and the Edit
functions, including Register, Start, Gaduate, Ungraduate, and Upload, are
available in both the System Adm nistration and in the Student nodul es.

HI NT: As you work your way through the conmand buttons in this nenu, pay
attention to the status of the highlighted class in the Cass Infornation
Mai nt enance Sel ection List box: Pending Class Start, Class in Session,
Graduat ed, BNA Upl oaded, and Historical - Statistics Retained.

1. Fromthe Miintenance drop-down menu (Figure 8-09), choose C ass.
The Class Information Maintenance sel ection |ist box (Figure 8-10)

opens.
Class Information Maintenance i i B
[ COURSE ID [F¥ [ cCLASS ID | COURSE | CONVENE [ GRADUATE |
MOZRMG4 03 [2003002 M02RM G4 20030121 20030702
MOZRMG4 03 2003003 MO2RMG4 20030421 20031009
MOZRMG4 03 2003100 MDZRMG4 20021209 20030612
MOZRMG4 03 [2003200 MDZRMG4 20030121 20030702
MOZRMG4 03 [2003300 MOZRMG4 20030421 20031009
MOZRMG4 04 [2004012 MOZRMG4 20031001 20040130

Class Title: CHARLIE COMPANY
Class Status: [HEA R

Add | Edit | Delete | Archive | Retrieve | St‘atisticsl Exit |

Figure 8-10. dass Information Maintenance
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2. Referring to Table 8-07 for an explanation of the data fields
appearing in the dialog box, highlight the desired class in the

list box.
Tabl e 8-07. Cdass |Information Miintenance
| TEM DESCRI PTI ON

Course 1D Non-editable field displaying the unique identifiers
associated with all courses to which classes have been
assi gned.

FY Non-editable field displaying the Fiscal Year in which
the correspondi ng cl ass convenes.

Class ID Non-editabl e field displaying the uni que desi gnator

assigned to a specific class for a specific course using
a nunbering systemdirected by T&E Division, MPB Branch

Formal Training Section; e.g., 1999010, representing the
first class of FY99.

Cour se Non-editable field displaying the formal course code
associated with the corresponding Course ID. This field
di spl ays "None" for non-formal courses.

Convene Non-editable field displaying the date on which the
correspondi ng cl ass begi ns.

Graduat e Non-editable field displaying the date on which the
cl ass graduates.

Class Title Non-editable field displaying the title associated with
the correspondi ng cl ass.

Class Status Non-editable field displaying the status associated with

the corresponding class; it changes autonatically when
you start, graduate, and upload a class. The status
nornmal |y progresses through Pending Class Start, C ass
in Session, Gaduated, Uploaded to BNA, or Historical
If you ungraduate a class, its status returns to O ass

i n Session.
Untitled Non-editable field to advise you when the Edit conmand
(center of box) |is disabled for the corresponding class. For a class

upl oaded to BNA or a historical class, you cannot edit
it. Oherwise, no nessage appears.

3. Proceed to the appropriate instructions.
8.3.1.1 Add

This conmand all ows the System Administrator to add a class record to an
Approved course. This conmmand is available only through the System
Admi ni stration nodul e.

8.3.1.2 Edit

This conmand allows you to edit certain fields of the selected class
record. Fromthe dialog box, you can also register students and start,
graduat e, ungraduate, and upload the class, depending upon the class
status. That is:

« |If the class is pending start, you nay edit the Class Title,
Passi ng/ Max Retest, Schedul ed Cass Input, Report Date, Convene Date,
and Graduation Date fields on the course record. You may al so
regi ster students and start the class (in that order). |In addition,
you may al so performan upload of the class file (if students have
been dropped).
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If the class is in session, you may edit the Class Title, Schedul ed
Class Input, and Graduation Date fields on the course record. You
may al so performa BNA or MPS refresh (under the Register function),
graduate the class, or performan upload of the class file (if the
students have been dropped).

If the class is graduated, you may edit the Class Title field on the
course record. You nay al so ungraduate or upload the class file to
BNA.

If the class is BNA upl oaded or historical, no edit functions are
avai |l abl e.

Fromthe Cass Informati on Maintenance selection |ist box (Figure
8-10), highlight the desired class by clicking on it.

Cick on Edit. The Edit a Class dialog box (Figure 8-11) opens.
Note that the conmand buttons you can access depend on the class
st at us.

Edit a Class E i B
COURSE ID: [mozH4R4 -] Fr:fos -] crassin: zoo3fose
COURSE TITLE: CLASS TITLE:
FORMAL COURSE CODE: MO2H4R4 PASSING/MAX HETEST:IF
SCHEDULED CLASS INPUT: |22— STATUS: Pending Class Start
MAX CLASS CAPACITY: 24 REPORT DATE: [2003/06101
CLASS FREQUENCY: 2 CONVENE DATE: [20030602 |
ANNUAL INPUT: 48 GRADUATION DATE: [200308101
Register | Start | Graduate | Ungratuate | Upload | Save | Exit |

Figure 8-11. Edit a C ass

Referring to Table 8-08 for an explanation of the data fields that
may be edited on the dialog box, edit information as needed. Note
that the fields that can be edited depend upon the class status
(Pending Class Start or Class in Session).

o For Pending Class Start, you may edit the Class Title,
Passi ng/ Max Retest, Scheduled C ass Input, Report Date, Convene
Date, and Graduation Date fields on the course record.

0o For Class in Session, you may also edit the Class Title,
Schedul ed Cl ass I nput, and Graduation Date fields on the course
record

Table 8-08. Edit a d ass

| TEM DESCRI PTI ON PARAMETERS/

FORVAT

Course ID |Non-editable field displaying the course I D upon which the

sel ected class i s based.

FY

Non-editable field displaying the fiscal year during which
the sel ected class convenes.
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT

Class ID Non-editabl e field displaying the designator assigned to the
class (e.g., 2004010, representing the first class beginning
in a selected fiscal year for a selected course).

Cour se Non-editable field displaying the course title. For fornal

Title courses, this is the official course title associated with
the formal course code. For non-formal courses, this is the
short title as entered on the course record under the course
nmenu.

d ass Descriptive name of the class. This is a non- Up to 40

Title editable field for an upl oaded cl ass. al phanuneri c

characters

For nal Non-editable field displaying the official code assigned to

Cour se the selected course if it is a fornmal course. This field

Code di spl ays "None" for non-formal courses.

Passi ng/ This multifunction nunber indicates the default [Up to 2

Max Retest | m ni num passing score associated with all exans | numeric
for the class being added and the default characters
maxi mum retest score that anyone in the class
retaki ng an exam can obtain. This is a non-
editable field for a class in session, a
graduat ed cl ass, or an upl oaded cl ass.

Schedul ed The nunber of students programmed to be trained [Up to 3

d ass in the class being added. This is a non- nuneric

| nput editable field for a graduated class or an characters
upl oaded cl ass.

Max O ass Non-edi tabl e field displaying the maxi num nunmber of students

Capacity in one class for this course based on avail abl e resources,
such as existing facilities, nessing, billeting, equipnent,
budget, and personnel linitations.

d ass Non-editabl e field displaying the number of classes for this

Frequency course required to support the throughput as contained in the
TIP for that fiscal year

Annual Non-editabl e field displaying the number of students

| nput programmed to attend the course during the specific fisca
year (often called "throughput").

St at us System generated class status (Pending Class Start, Cass in
Session, Graduated, Uploaded to BNA, and Historical). The
status will change as you use the conmand buttons for Start,
G aduate, and Upl oad.

Report Date students report to process for this class. |yyyy/ nmmidd

Dat e This is a non-editable field for a class in
session, a graduated class, or an upl oaded
cl ass.

Convene Date class begins. This is a non-editable yyyy/ mi dd

Dat e field for a class in session, a graduated
cl ass, or an upl oaded cl ass.

Graduation |Date class graduates. Date can be edited but yyyy/ mi dd

Dat e nmust be after the convene date. This is a non-
editable field for a graduated class or an
upl oaded cl ass.

Adick on Save. A nessage displays "Save Conplete.” dick on K

Cick on the appropriate comand button

HI NT:

The buttons are dynam c, which neans the buttons are enabl ed

(highlighted) or disabled (grayed out) depending on the class

st at us.
you cannot start a class if students have not

Version 4.0

The system gui des you in what you can do. For exanpl e,

been registered yet.
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8.3.1.2.1 Register

This conmand all ows you to register new students or update infornmation on
exi sting students in the selected pending class start or class in session.
Regi stration may occur in three ways: BNA Initial, BNA Refresh, and MPS
Refresh. Refer to Appendix E, BNA and MPS Interfaces, if you need
addi ti onal information about updating student records nanually or through a
BNA and M PS downl cad. Table E-1 depicts the data in the student file that
is overwitten with a BNA and M PS Refresh

HINT: An existing record will NOT be overwitten when the Rank data field
states TCAND. This exception applies to candidates at the O ficers
Candi dat e School (OCS) at Quanti co.

HI NT: Ensure that you downl oad the BNA extract file with the carriage
return line feed (CRLF) option selected. The CRLFs are necessary to
produce student records with data in the appropriate fields. |[If you do not
choose the CRLF option when you downl oad the BNA extract file, MCAINMS will
not allow you to register the students using the file.

1. Fromthe Edit a Class dialog box (Figure 8-11), click on Register
The Regi ster dialog box (Figure 8-12) opens.

2x

~Register Student by:

= BNA Initial Downloat:
" BNA Refresh
" MIPS Refresh

= Scanner

Continue | Quit |

Figure 8-12. Register
2. Refer to Table 8-09 for an explanation of the three options.

Tabl e 8-09. Register

| TEM DESCRI PTI ON
BNA Initial |This option reads a BNA extract (download) file and checks
Downl oad for the existence of the same class (Course/d ass/FY) in

MCAIMS. If the selected BNA file matches a cl ass
description, the system adds student records that do not

al ready exist and updates selected informati on on students
who already exist in the class record.

BNA Refresh | This option reads a BNA extract (download) file and checks
for the existence of the same class (Course/d ass/FY) in
MCAIMS. |If the selected BNA file matches a cl ass
description, the system does not add new student records but
updates existing ones in the class record. It will also
refresh any student records with matching SSNs in the

Unassi gned set of records. This option is unavailable if an
initial BNA downl oad has not been perforned.
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| TEM

DESCRI PTI ON

M PS
Refresh

This option reads a MPS extract (download) file. This file
is downl oaded fromthe Unit Diary/ Marine Integrated
Personnel System which contains personnel information for
EVERY student in a Reporting Unit Code. This option
searches for corresponding SSNs in a selected class. The
system does not add student records but updates existing
ones if the SSNs in the selected MPS file match SSNs in the
sel ected cl ass record.

Scanner

This option is unavailable in this rel ease.

3. Select the desired option and click on Continue.

a.

Version 4.0

If you select BNA Initial Downl oad, the Open File dial og box
opens. Double-click on the desired BNA extract file in the
drop-down list. It is inmportant to choose the correct BNA
extract file.

(1) If the selected extract file is not a BNA file, you will
recei ve a nessage so advising you. Cdick on OKto return
to the Register Student by dial og box.

(2) If the selected BNA extract file does not match the
description (course, class, and FY information) of a class
record and the Approved course upon which the class is
based does not exist, you will receive a nessage so
advising you. If you wish to use this particular BNA
extract file, you should record the course, class, and FY
information for it to aid you in creating an Approved
course with a class based upon it. Cick on OKto return
to the Edit a Cass dial og box.

(3) If the selected BNA extract file does not natch the cl ass
i nfornmati on for your selected class, you will receive a
nmessage advising you that there is no match. dick on OK
to return to the Edit a O ass dialog box. Note that
anot her class record may natch this particul ar BNA extract
file.

(4) If the selected BNA extract file was not created with
carriage return line feeds, you receive a nessage so
advi sing you. You are advised to download the file with
the carriage return line feed (CRLF) option sel ected.
Cick on OKto return to the Edit a C ass dial og box.
Note that the CRLFs are necessary to produce student
records with data in the appropriate fields.

(5) If the initial BNA downl oad has already been performed for
this class, you will receive a nessage so advising you and
suggesting that you use one of the Refresh options.
However, the systemw |l allow you to performthis
downl oad, which may add new student records and overwite
existing ones. Click on Yes if you wish to continue. The
Open File dialog box opens. Double-click on the desired
BNA extract file in the drop-down list. A neter bar
depicts the retrieval of the desired BNA extract file and
di spl ays the nunber of records downl oaded.

(a) A nmessage will advise you when the download is
conmplete. Cick on OKto return to the Edit a d ass
di al og box.

(b) If additional records are found, you are provided a
list by student SSN. Click on either Print or Quit.
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Ei ther selection returns you to the Edit a d ass
di al og box.

If the selected BNA extract file matches the description
(course, class, and FY information) in your selected class
record, a neter bar depicts the retrieval of the desired
BNA extract file and di splays the nunmber of records

downl oaded.

(a) A nmessage will advise you when the download is
complete. Cick on OKto return to the Edit a d ass
di al og box. A nmessage will advise you when the
downl oad is conplete. Click on OK This returns you
to the Edit a Class dialog box. The class status
still indicates "Pending Class Start" or "Class in
Session." Note that the Register, Start, and Upl oad
comand buttons are available. You are allowed to
upload a "Pending Class Start" file to BNAif all the
students have been dropped.

(b) If additional records are found, you are provided a
list by student SSN. Click on either Print or Quit.
Ei ther selection returns you to the Edit a O ass
di al og box.

If you sel ect BNA Refresh, a nessage appears to provide
additional information and to confirm your choice.

(1)
(2)

Cick on Yes to continue. The Open File dialog box opens.

Doubl e-click on the desired BNA extract file in the drop-
down |ist.

(a) If the selected extract file is not a BNA file, you
will receive a message so advising you. dick on K
to return to the Register Student by dial og box.

(b) If the selected BNA extract file does not match the
description (course, class, and FY information) of a
class record and the Approved course upon which the
class is based does not exist, you will receive a
message so advising you. Click on OKto return to
the Edit a C ass dial og box.

(c) If the selected BNA extract file does not match the
class information for your selected class, you wll
recei ve a nessage advi sing you that there is no
match. Cick on OKto return to the Edit a C ass
di al og box. Note that another class record on your
PC may match this particular BNA extract file.

(d) If the selected BNA extract file was not created with
carriage return line feeds, you receive a nessage so
advi sing you. You are advised to download the file
with the carriage return line feed (CRLF) option
selected. Cdick on OKto return to the Edit a C ass
di al og box. Note that the CRLFs are necessary to
produce student records with data in the appropriate
fields.

(e) If the selected BNA extract file nmatches the
description (course, class, and FY information) in
the selected class record, one of the foll ow ng
scenarios will occur.
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=

If the matching class record description does
not contain student records, you will receive a
nmessage so advising you. You will be advised
to return to the selection menu and choose the
BNA I nitial Download option. dick on K to
return to the Edit a C ass dial og box.

If the student records do not match in nunber,
a nmessage will advise you when the downl oad is
conplete. In addition, the system provides a
list of additional student records for your
review. dick on Print or Quit.

N

(e8]

O herwi se, a neter bar depicts the retrieval of
the desired BNA extract file. A message wll
advi se you when the download is conpl ete.

Click on K to return to the Edit a C ass

di al og box.

c. |If you select MPS Refresh, the system response depends upon
the MPS file and the class sel ected.

(1) If the selected extract file is not a MPS file, you will
recei ve a nessage so advising you. Cdick on OKto return
to the Register Student by dial og box.

(2) If you attenpt to update a class record that has had an
initial BNA downl oad, you receive a nessage advising you
of the inpact of this downl oad upon existing records.

(a) dick on Yes to continue. The Open File dial og box
opens.

(b) Double-click on the desired MPS extract file in the
drop-down list. A nessage advises you when the
downl oad is conplete and inquires if you would Iike
to print the MPS Refresh report.

(c) dick on Yes to viewthe report. The report |ists
t hose student records in the class record with SSNs
mat ching those in the MPS extract file and those
student records in the class record that were not
found in the MPS extract file.

8.3.1.2.2 Start
This conmand allows you to start the selected class if it has a status of
Pending Class Start. Once a class has started, you cannot change the

status back to Pending Class Start. This conmmand can be acconplished only
when the following criteria are net:

« The current systemdate is on or after the class convene date.
« Students are registered in the class.

When you start a class, the systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been individually
dropped or graduated.

« (Cass standings for everyone except those who have previously been
i ndi vidual 'y dropped.
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Fromthe Edit a Cass dialog box (Figure 8-11), click on Start.

a. |If no students are registered, you will receive a nessage that
you cannot start the class. Cdick on OKto return to the Edit
a Class dial og box.

b. |If students are assigned to the class, you will receive a
message concerning the convene date.

(1) If the current systemdate is before the class convene
date, a nessage advi ses you that you cannot start the
class. dick on OKto return to the Edit a C ass dial og
box.

(2) If the current systemdate is on or after the class
convene date, a message provi des additional information
and gives you the opportunity to change the date. |If it
is satisfactory, click on Yes to start the class with the
date in the system A neter bar depicts the start
process. Then a nmessage will advise you that the class
has been started. dick on OK.  This returns you to the
Edit a Class dialog box. Note that the class status wll
now i ndicate "Class in Session." Note that the Register
Graduate, and Upl oad conmand buttons are available. You
are allowed to upload a "Class in Session"” file to BNA if
all the students have been dropped.

8.3.1.2.3 Gaduate

This conmmand all ows you to graduate the selected class if it has a status
of Class in Session. The student records for a graduated class will be
noved to a different |ocation (database), and you will have no access to
those records. |If you wish to retain individual student records for
assignment to other classes, you nust FIRST individually graduate and
retain those student records BEFORE graduating the entire class.

O herwi se, all the records will be noved

Not e that you can designate a Graduati on MOS be applied to al
appropriate individuals who warrant it (but automatically exclude certain
categories such as civilians or foreign service personnel). I|If you w sh
certain student records to reflect another MOS, you nust individually
graduate those students (Paragraph 8.3.7) before graduating the entire
cl ass.

When you graduate a class, the systeminitiates a class standings
cal cul ation for everyone except those who have previously been individually
dr opped.

HI NT: Be sure that you check the Non-Conpletion/Failure report for passing
scores before graduating students, either individually or as an entire
class. There is no automatic systemin place to check student test scores
bef ore graduati on because student graduation eligibility is an individua
school house policy decision

Fromthe Edit a O ass dialog box (Figure 8-11), click on G aduate.

a. |If the class record indicates a graduation date after the
current systemdate, a nessage advi ses you that you cannot
graduate the class prior to the schedul ed graduation date. |If

you wi sh to change the date of graduation, you rmust do so on
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the class record. Cdick on OK This returns you to the Edit a
Cl ass dial og box.

b. If the class record indicates a graduation date on or before

the current system date, a nessage provi des additional

i nfornati on and gi ves you the opportunity to change the date.
If the date is satisfactory, click on Yes to graduate the class
with the date in the system A nessage appears to confirmyour
intention and to provide additional information about retaining
i ndividual records. Click on Yes to continue.

(1) If a graduation MOS has been assigned to this course, a
di al og box opens with a drop-down list of MOSs. Choose
the desired MOS or click on None. Note that if you wish
to assign a different MOS to sel ected students, you mnust
first graduate those students separately. Cick on
Continue. A neter bar indicates the systemprogress in
processing the graduation. Then a nessage advi ses you
that the selected class has been graduated. dick on OK
This returns you to the Edit a O ass dialog box. The
class status will now indicate "Graduated." Note that
only the Ungraduate and Upl oad buttons are avail abl e now.

(2) If no graduation MOS has been assigned to this course, a
di al og box appears to so advise you. The nessage al so
advi ses you how to edit the records. If you wish to
continue without the records reflecting a graduati on MOS,
click on Yes. A neter bar indicates the system progress
in processing the graduation. Then a nmessage advi ses you
that the selected class has been graduated. dick on OK
This returns you to the Edit a O ass dialog box. The
class status will now indicate "Graduated." Note that
only the Ungraduate and Upl oad buttons are avail abl e now.

8.3.1.2.4 \Ungraduate

This command all ows you to ungraduate the selected class if it has a status
of Graduat ed.

Fromthe Edit a Cl ass dialog box (Figure 8-11), click on
Ungraduate. A nessage indicates the systemis processing the class
ungraduation. Then a message advi ses you that the sel ected class
has been ungraduat ed.

Cick on K. This returns you to the Edit a O ass dialog box. The
class status will now indicate "Class in Session.”" Note that the
Regi ster, Graduate, and Upload command buttons are avail abl e.

8.3.1.2.5 Upl oad

This command allows you to create a text file of the selected class that
can be uploaded to BNA. This command can be executed for any class status

except

BNA Upl oaded or Historical.

A class with a status of BNA Upl oaded is disallowed to prevent a
di fference between the student data in MCAIMS and the student data
previously unl oaded to BNA from MCAI V5.

A class with a status of Hi storical has no student records w th which
to create a BNA Upl oad.
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A BNA upl oad can occur under three scenari os:

« The class status is Gaduated. Wth this process, students assigned
to the graduated class will be registered to the correspondi ng cl ass
within BNA. After you execute this command, there is no recovery
fromthis process, and you cannot change the class status in any way.

« The class status is Pending Class Start or Class in Session. Wth
this process, students assigned to the pending or in session class
will be registered to the corresponding class within BNA. This file
can actually be used to register students in BNA as nmany tines as
needed. However, its use to register students does not renove the
requirenent to validate classes w thin BNA

« The class status is Pending Class Start or Class in Session, but al
t he students have been dropped or individually graduated. Wth this
process, only the class information is retained. After you execute
this conmmand, there is no recovery fromthis process, and you cannot
change the class status in any way.

Fromthe Edit a O ass dialog box (Figure 5-10), click on Upl oad.

a. |If the selected class status is graduated, you receive a
nmessage providing infornmation about the process and confirn ng
your desire to continue.

(1) dick on Yes to continue. The Save As file opens for you
to record the nane and | ocati on under which you will save
t he upl oaded file.

(2) After assigning the desired name and |ocation, click on
K. A nessage appears to advise you that the BNA upl oad
is conplete.

(3) dick on OK. The systemreturns you to the Edit a C ass
di al og box. The class status will now read "Upl oaded to
BNA. " After you click Exit, you are returned to the Cl ass
I nformati on Mai ntenance selection |ist box; however, no
buttons are avail abl e now

b. |If the selected class status is pending or in session, you
recei ve a nessage providing information about the process and
confirmng your desire to continue.

(1) dick on Yes to continue. The Save As file opens for you
to record the nane and | ocati on under which you will save
t he upl oaded file.

(2) After assigning the desired name and |ocation, click on
K. A nessage appears to advise you that the BNA upl oad
is conplete.

(3) dick on OK. The systemreturns you to the Edit a C ass
di al og box. The class status still reads “Pending” or “In
Sessi on’ however, no buttons are avail able now Note that
after you return to the Cass Information M ntenance
selection list box and select Edit, other buttons becone
avai |l abl e.

c. |If the selected class status is in session and all students
have been dropped or graduated, you receive a nessage providing
i nfornati on about the process and confirm ng your desire to
conti nue.
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(1) dick on Yes to continue. The Save As file opens for you
to record the nane and | ocati on under which you will save
t he upl oaded file.

(2) After assigning the desired name and |ocation, click on
K. A nessage appears to advise you that the BNA upl oad
is conplete.

(3) dick on OK. The systemreturns you to the Edit a C ass
di al og box. The class status will now read "Upl oaded to
BNA." Note that no buttons are avail abl e now

8.3.1.3 Delete

This command all ows the System Administrator to delete a class record.
This conmand is avail able only through the System Adm ni stration nodul e.

8.3.1.4 Archive

This conmand all ows the System Admi nistrator to archive a class. This
conmand is available only through the System Admini stration nodul e.

8.3.1.5 Retrieve

This conmmand all ows the System Adnministrator to retrieve an archived cl ass.
This conmand is avail able only through the System Admi ni stration nodul e.

8.3.1.6 Statistics

This conmmand all ows you to di splay summari zed class statistics for the

hi ghl i ghted class and presents a detailed report. The initial dialog box
di splays a sunmmary of class infornation and cl ass averages. The sunmarized
i nfornmation includes status, report date, convene date, graduation date,
begi nni ng popul ati on, nunber attrited, nunber graduated, and percentage
graduated. C ass averages include GPA, age, years of education, and the
Arnmed Services Vocational Aptitude Battery (ASVAB) scores consisting of
clerical (CL), electronics (EL), general technical (GI), and notor
mechani cs (MV) conmponents. Fromthis dialog box, you may choose to display
the detailed witten report.

The written report contains detailed statistical information. At the
top of the docunent, the report identifies the course ID, course title,
class ID, class title, FY, and class status. The report also provides the
formal course code, the passing nmaxi nuniretest percent, schedul ed cl ass
i nput, maximum cl ass capacity, class frequency, annual input, report date,
convene date, and graduation date.

The subsequent class information includes entries under begi nning
popul ation, current popul ation, nunber attrited, nunber graduated,
percent age graduated, GPA (overall and by category), age, ASVAB conponent
scores, years of education, education |evel, education nmgjor, education
certification, conponent description, narital status, race, gender, primary
MOS, rifle score, pistol score, and PFT infornmation (nmale and fenmale). The
nean, medi an, node, standard devi ation, number considered, and other
rel evant details are given for nbst of these el ements.

The Statistics report provides class statistics for the highlighted
cl ass, whatever the class status. Many processes within MCAI M5 i nvoke the
calculation or recalculation of statistics (e.g., registering students in a
class). For classes with a status of In Session or Graduated, MCAIMS
automatically recal cul ates the GPA and cl ass standing after the follow ng
processes:
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Under the Student nodul e:

« Dropping students froma cl ass.
« Reversing a student's status
« Assigning an unassigned student to a cl ass

« Gaduating students (individually and as a group)

Under the Eval uati on Managerment nodul e:

« Renani ng exam cat egori es

« Assigning/nodi fying weights for individual tests
« Assigning individual tests to a nultipart test

+ Assigning/nodi fying weights on a nultipart test
« Unassigning parts of a nultipart test

« Scoring a test, by response, grade, or scanner

« Cearing test scores

« Challenging test itens

Note that this sanme report al so appears under class mai ntenance in the
System Admi nistration nodule as well as under Reports in this nodule. |Its
appear ance under Reports enabl es users who are otherw se restricted from
accessi ng cl ass mai ntenance functions to be able to print class statistics.

1. Fromthe Class Information Maintenance selection |list box (Figure
8-10), highlight the desired class by clicking on it.

2. Cick on Statistics. The Class Statistics dialog box (Figure 8-13)
for the designated class opens. This dialog box presents a sunmary
of the class statistics.

Class Statistics for: OFFICER BASIC - i B
~Class Information: - Class Averages:
Status: Class In Session GPA: 98.2143
Report Date: 20030501 Age: 254128
Convene Date: 20030502 GCT:  123.7046
Graduation Date: 20030819 CL Score:  119.6269
Beginning Population: 238 EL Score: 1204412
Number Attrited: 1 GT Score: 1203824
Number Graduated: o MM Score:  116.4706
Percentage Graduated: 0.0000 %4 Years of Education: 16.0717
Done |

Figure 8-13. Cass Statistics
3. Refer to Table 8-10 for an explanation of the data fields.
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Table 8-10. Class Statistics

| TEM | DESCRI PTI ON

Cl ass I nfornation

St at us Non-editable field displaying the status of the class:
Pendi ng, Cass in Session, or G aduated.

Report Date |Non-editable field displaying the date students report to
process for this class.

Convene Non-editable field displaying the date class begins.

Dat e

Graduation Non-editable field displaying the date the class graduates.

Dat e

Begi nni ng Non-editable field displaying the total nunber for students

Popul ati on added to the class mnus the nunber of students who did not
attend.

Nurber Non-editable field displaying the nunber for students

Attrited dropped fromthe class (after the convene date).

Nurmber Non-editabl e field displaying the nunber for students in

Gr aduat ed the cl ass graduat ed.

Per cent age Non-editabl e field displaying the nunber for students
Graduat ed graduat ed di vi ded by the begi nning popul ati on.

Cl ass Aver ages

GPA Non-editabl e field displaying the nean grade point average
for students in the class.

Age Non-editable field displaying the nean age of students in
t he cl ass.

CCT Non-editable field displaying the nean genera
classification test (GCT) score of students in the class.

CL Score Non-editable field displaying the nean clerical (CL) score
of students in the class.

EL Score Non-editabl e field displaying the nean el ectronics (EL)
score of students in the class.

GT Score Non-editable field displaying the nean general technica
(GTI) score of students in the class.

MM Scor e Non-editable field displaying the nean notor mechanics (MV)
score of students in the class.

Year s of Non-editable field displaying the nean years of education

Educati on of students in the class.

4. If you wish to view the conplete statistical report, click on Print

Ver si on

All. The Cass Statistics Report appears. |In addition to detailed
i nfornmati on concerning the categories summarized in the dialog box
(Figure 8-13), other infornation, described in Table 8-11, includes
Current Popul ation, Education Level, Education Major, Education
Certification, Conponent Description, Marital Status, Race, Gender
Primary MOSs, Rifle Score, Pistol Score, and PFT Infornmation for

nmal es and femal es.

HI NT: Except for the Nunber Attrited category, statistics for every
category are calculated for all students who have NOT been dropped
and for whominformation is available. |In calculation of nean,

nedi an, node, and standard deviation, if a student's information in
a particular category is unavailable, that student is omtted from
the calculation. Note that the Nunmber Considered represents the
size of the population used in the calculations. Wen reporting
nunbers of individuals in specific categories (no calcul ations

i nvol ved), students with missing information are included in the
group Unknown.
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Table 8-11. Cass Statistics Report

| TEM

DESCRI PTI ON

Course ID

Course Title

Class ID

Class Title

FY

St at us

Identifying information concerning the class being
reported on.

For mal Course

Code

Passi ng
Max/ Ret est %

Schedul ed
d ass | nput

Max Cl ass
Capacity

Cl ass
Frequency

Annual | nput

Report Date

Convene Date

Graduati on
Dat e

Descriptive information concerning the class being
reported on.

Mean

The arithnetic average. It is the nbst w dely used
nmeasure of central tendency. It is determ ned by adding
a series of scores and then dividing this sumby the
nunber of scores. The nean is provided on the three
user -defined test categories.

Medi an

A counting average. It is determ ned by arranging the
scores in order of size and counting up to (or down to)
the m dpoint of the set of scores. |f the nunber of
scores is even, the nmedian is the nean of the two

m ddl enost scores. Wen the nunber is odd, the nedian is
the mddle score. The nedian is a point that divides a
set of scores into equal halves so that an equal nunber
of scores fall above the medi an or bel ow t he nedi an,
regardl ess of the size of the individual scores. Since
it is a counting average, an extrenely high or | ow score
will not affect its value. The nmedian is provided on the
three user-defined test categories.

Mode

The nost frequent score in the set. The node is the

| east reliable type of statistical average and is
frequently used nerely as a prelimnary estinmate of
central tendency. A set of scores nmay have two or nore
nodes. If no value in a data set occurs nore than once,
then the data set has no node. O herw se, any val ue that
occurs with nmaximal frequency is called a node of the
data set. In other words, a node of a data set is any
val ue whose frequency of occurrence is greater than 1 and
is as large or larger than any other value's frequency of
occurrence. The node is provided on the three user-
defined test categories.

Version 4.0

8-23 9/ 24/ 03




MCAI M5 32 USER S NMANUAL

| TEM

DESCRI PTI ON

St andar d
Devi ati on

A neasure of the variation in a data set. It indicates
how far, on the average, the data values are fromthe
mean. For a data set with a |arge anpbunt of variation
the data values will, on the average, be far fromthe
nmean; hence, the standard deviation will be large. For a
data set with a small anpbunt of variation, the data
values will, on the average, be close to the nean
consequently, the standard deviation will be snall. The
standard deviation is provided on the three user-defined
test categori es.

Nunber
Consi der ed

The size of the popul ati on used when cal cul ating the
statistics. |In other words, it represents the nunber of
student records having the information required to
produce the statistical information for a given category.

Begi nni ng
Popul ati on

Total nunber of students added to the class m nus the
nunber of students dropped with a conpletion code of "Z"
(did not attend). Subtotals are included for Oficer
Enl i sted, or Unknown.

Current Total nunmber of current students. Subtotals are included
Popul ati on for Oficer, Enlisted, or O her

Nurmber Cunul ative nunber of students dropped fromthe class
Attrited wi t hout a conpletion code "Z" (did not attend).

Subtotals are included for Oficer, Enlisted, or Oher
The system|lists the reasons for attrition and the nunber
of students by Race.

Graduati on

Total nunber of students graduated. Subtotals are

i ncluded for O ficer, Enlisted, or Oher. The percentage
represents the number of students graduated divided by

t he begi nni ng popul ati on.

GPA

Grade point average statistics for students not dropped
fromthe class. Only students with a GPA are consi dered
in the calculation. The statistics include the nean,
nedi an, node, standard deviation, and the nunber
considered. These statistics include an overall summary
plus statistics for each category.

Age

Age statistics for students not dropped fromthe class.
Only students with their ages docunented are consi dered
in the calculation. The statistics include the nmean,
nmedi an, node, standard devi ati on, and the nunber
consi der ed.

CGeneral Cassification Test (GCT) score statistics for
students not dropped fromthe class. Only students with
a GCT score recorded are considered in the cal cul ation
The statistics include the nmean, nedi an, npde, standard
devi ati on, and the nunber consi dered.

CL Score

Clerical (CL) score statistics for students not dropped
fromthe class. Only students with a CL score recorded
are considered in the calculation. The statistics

i ncl ude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

EL Score

El ectronic (EL) score statistics for students not dropped
fromthe class. Only students with an EL score are
considered in the calculation. The statistics include

t he mean, nedi an, node, standard devi ation, and the
nunber consi der ed.
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| TEM

DESCRI PTI ON

GI Score

CGeneral Technical (GI) score statistics for students not
dropped fromthe class. Only students with a GI score
are considered in the calculation. The statistics

i ncl ude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

MM Scor e

Mot or Mechanics (MV) score statistics for students not
dropped fromthe class. Only students with an MM score
are considered in the calculation. The statistics

i ncl ude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

Year s of
Educati on

Years of education statistics for students not dropped
fromthe class. Only students with a value entered in
the Civilian Education Level field are considered in the
cal cul ation. The statistics include the nean, nedi an,
node, standard devi ati on, and the nunber consi dered.

Educati on
Level

Br eakdown summary of education levels for all students
who were not dropped fromthe class (e.g., Unknown; 12th
Grade; College, 1 Year).

Educati on
Maj or

Br eakdown summary of education majors of the students who
were not dropped fromthe class. Only students with a
val ue entered in the Education Major field are considered
in the calculation. Subtotals are included for each
field (e.g., Unknown; No Major Subject Indicated,

Busi ness Adninistration, Crimnology).

Educati on
Certification

Br eakdown summary of education certifications held by
students who were not dropped fromthe class. Subtotals
are included for each category represented (e.g.

Unknown; Bi ol ogy, Accounting, Education), and the tota

i ncludes all students considered.

Conponent
Description

Conponent sunmary for all students who were not dropped
fromthe class (e.g., Unknown; USMC, USMCR).

Marital Status

Marital status, by category, of all students who were not
dropped fromthe class (e.g., Unknown; Annull ed,
Di vorced, Married, Single).

Race Raci al breakdown of all students who were not dropped
fromthe class (e.g., Unknown; Wiite, Black, O her).

Gender Gender breakdown of all students who were not dropped
fromthe class (e.g., Unknown; Male; Fenale).

Primary MOS Primary MOS breakdown of all students who were not

dropped fromthe class (e.g., Unknown; 0311, 0321, 2800,
4066, 4067).

Rifle Score
(Local)

Rifle score statistics for all students not dropped from
the class. Only students with a recorded rifle score are
considered in the calculation. The statistics include

t he mean, nedi an, node, standard devi ation, and the
nunber consi der ed.

Pi st ol Score

Pistol score statistics for all students not dropped from

(Local) the class. Only students with a recorded pistol score
are considered in the calculation. The statistics
i ncl ude the nean, nedi an, node, standard deviation, and
t he nunber considered for each type of pisto
repr esent ed
PFT PFT information for all nale students not dropped from
I nf ormati on the class. Only students with the foll ow ng
(Mal e) classification are considered in the statistics: 1st

Class, 2nd dass, 3rd Cass, and Fail/RNT. Students with
nmedi cal , age, or partial exenptions are excluded in the
cal cul ations. The systemrounds up scores at the decinal
point for five or above.
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| TEM DESCRI PTI ON
PFT PFT information for all fenmale students not dropped from
I nf ormati on the class. Only students with the foll ow ng
(Femal e) classification are considered in the statistics: 1st

Class, 2nd dass, 3rd Cass, and Fail/RNT. Students with
nmedi cal , age, or partial exenptions are excluded in the
cal cul ations. The systemrounds up scores at the decinal
point for five or above.

8.3.2 Add Student Record

This option allows you to create a new student record. This record is
added to the Unassigned list, providing no other student record with the
sanme SSN al ready exists there with a status of Unassigned. However, a
record with the sane SSN but with a different status (i.e., Dropped or
Graduated) may exist in the Unassigned |ist concurrently. Note that the
newly created student record in the Unassigned |ist has no effect on any
existing record with the sane SSN assigned to a class record. Fromthe
Unassigned |ist, a student record nay be assigned to a class (Paragraph
8.3.4) or deleted conpletely (Paragraph 8.3.5). Records in the Unassigned
list can also be edited individually (Paragraph 8.3.3) or as part of a
group edit process (Paragraph 8.3.9).

NOTE: After creating this student record, you can update certain
information with a BNA refresh file or a MPS refresh file if the SSNs in
t he records match.

1. Fromthe Miintenance drop-down rmenu (Figure 8-09), choose Add
Student Record. The Add a Student dial og box (Figure 8-14) opens.

Add a student

~Name

Last: || SSN:I
First: MI: PLT:| Sex:[MALE j
DoB:[ /¢

~Service

Component Code: M BOS: MWarine
Rank: | p.4 j Grade: |gq j

Save | Exit wio Sawve

Figure 8-14. Add a Student

2. Referring to Table 8-12 for an explanation of the data fields,
conplete the required fields.

Table 8-12. Add a Student

| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Name
Last The student's last name. Ensure that you use a |[Up to 20
space instead of a comma after the last nane if |characters
you wish to add a suffix (such as Jr. or 1I1). Use only A
You nust conplete this field to save the t hrough Z or
record. a hyphen (-)
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT

First The student's first nane. You nust conplete Up to 10
this field to save the record. al phanuneri c

characters

M The student's nmddle initial. Up to 2

al phanuneri c
characters

PLT The student's platoon designator. Up to 4

al phanuneri c
characters

SSN The student's social security nunber. You 9 nuneric
cannot save this record until you conplete this |characters
field. Ensure that you enter the SSN
accurately before you save the record. |If you
save the record with an erroneous SSN, you nust
drop and del ete the erroneous record; then
create a new record

Sex A drop-down list for you to choose the appropriate gender or
unknown. Male is the default choice.

DOB Date of birth. The student's age is yyyy/ mi dd
automatically calculated as the new record is
saved.

Servi ce

Conponent A drop-down list for you to choose the appropriate nmlitary

Code or civilian conponent including choices for donestic and
foreign service. Unknown is the default choice.

The code selected is also reflected in the correspondi ng BOS
field.

BGS Non-editable field that will display the Branch of Service
correspondi ng to the Conponent Code selected. The only tine
that you can change the BOS field is if you sel ect another
conponent code in the drop-down list for a manually created
record

Rank A drop-down list for you to choose the appropriate rank. The
Grade field will change to display a grade corresponding to
t he sel ected rank.

Grade A drop-down list for you to choose the appropriate grade

The Rank field will
the sel ected grade.

change to display a rank corresponding to

3. dick on Save.

a.

Version 4.0

If a manual ly created student

record for this SSN al ready

exists with a status of Unassigned, you receive a nessage

advi si ng you that you cannot create this record.

Modul e wi ndow.

O herwi se,
inquire if you wish to add anot her

[ Not e t hat
this restriction does not apply to a record in this listing
with a status of Dropped or Graduated.] Click on OK to return
to the MCAIMS Student

a nessage appears to confirmthe saved record and to

(1) dicking on Yes returns you to the Add a Student dial og

box.

(2) dicking on No returns you to the MCAI M5 Student

wi ndow (Fi gure 8-01).
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8.3.3 Edit/View Student Record

This option enables you to update and edit student records with various

ki nds of personal, service, training, qualification, and perfornmance
information. You nay update a single record or all records in a class.
You may edit student records under a specific class or records appearing
under the Unassigned list. Access to student information can occur in two
of three ways.

« |f you have access to this nodule, you can edit as well as viewthe
set of student records under the Crs/FY/ O ass or Unassi gned options.

« |If you do not have access to this nodule, you can still view the set
of student records under the Crs/FY/Class or Unassigned options. The
system provides you with view ng access to the conpl ete student
record. Note that you nay al so print the Test Inventory Report,
contai ning scores and GPAs. To access this report, you nust have
access to the Reports option under the Evaluation nodule for the
desired course.

« |f you choose the Locate Student option, you can only view sunmary
i nformati on fromthe student record(s). The sunmary will provide you
the necessary infornation to access the conplete record.

1. Fromthe Mintenance drop-down menu (Figure 8-09), choose Edit/View
Student Record. The Student Infornmation Miintenance dial og box
(Figure 8-15) opens.

Student Information Maintenance 2=l
— Edit { ¥iew Stud
q Displ. ds fi Il
Student List Sort Students By Issﬁlfg:n:?;:”sen?;a
: {* Name assigned to the selected
- s8N CrsiFriClass.
Unassigned
i 4 "~ Platoon
|MozH4R4 /03 £ 2003000 =l
Class Status: Class In Session
" Include Drops and Graduates
" Locate Student Continue | Exit |

Fi gure 8-15. Student Information Mintenance

2. Referring to Table 8-13, click on the appropriate radio buttons.
Not e that nessages keyed to the selected button will appear to the
right in the dial og box.

Tabl e 8-13. Student Information M ntenance

| TEM | DESCRI PTI ON
St udent Li st
Crs/FY/Class | This button displays records for all students previously or
currently assigned to the selected Crs/FY/ d ass, regardl ess
of current student status. The set of records that opens
will be presented in the order that you chose on the right
(nanme, SSN, or platoon). The records nmay be edited in
accordance with the instructions presented in Paragraphs
8.3.3.1 through 8. 3. 3.13.

Version 4.0 8- 28 9/ 24/ 03



MCAI M5 32 USER S NMANUAL

| TEM

DESCRI PTI ON

Unassi gned

This button displays records for all students currently
avail abl e for assignment to a class. Includes new students
and students previously dropped or graduated whose records
were marked for retention. The set of records that opens
will be presented in the order that you chose on the right
(nanme, SSN, or platoon). The records are structured
identically to those in a class and may be edited in
accordance with the instructions presented in Paragraphs
8.3.3.1 through 8.3.3.13.

Sort Students

By

Nane

This button presents a list of students sorted by | ast
namne.

SSN This button presents a list of students sorted by SSN

Pl at oon This button presents a list of students sorted by platoon
Untitled

Li st of Drop-down |ist of classes fromwhich you may choose the
C asses appropriate class if you selected the Crs/FY/Cd ass radio
(Untitled) button. There is only one choice in this list if you

sel ected the Unassigned radi o button

Cl ass Status

Non-editable field displaying the status of the selected
cl ass.

I ncl ude Click this checkbox if you wish to be able to view the

Dr ops and records for those students who have been dropped and

Graduat es individually graduated. This option is available only for
a class with a status of pending or in session. This
option is useful if you have nunmerous students added
through a BNA downl oad who never reported to class or who
were reassigned to another class.

Locat e This button [ocates sunmary information for any student

St udent with the status of Unassigned, Pending Cass Start, or In

Session. It also |locates information for dropped or
graduated students if the desired record was marked for
retention. This selection opens a dialog box that allows
you to search for a student either by last nane, platoon
or SSN.

3. dick on Continue.
choi ce of radi o buttons.
Unassi gned,

The di al og box that opens depends on your
If you selected Crs/FY/C ass or

refer to Step 4. |If you select Locate Student, refer

to Step 5.

4. The Student
for you to select the desired student.
according to your selection (nanme, SSN, or
di al og box (Figure 8-15).
sorted by nane (| ast

Version 4.0

Record Edit/View selection |ist box (Figure 8-16) opens
This list will be sorted

pl atoon) in the previous
Note that the list in Figure 8-16 is
nane first).

Student Record Edit/Yiew

2l
[SSH [=
666666666

NAME
OWENSBURG, SHAWN C .

PERTERSONS, GREG A . 141414141
D n A
SMITH, DAMON E . 333333333
SMITH, JOSEPHE . 212121212 =)
SMITHBURG, CHARLES D . 515151515
TUCKER, JERRY W . 11313131

Course: MO2H4R4 Rank: Put

Ff: 03 Service: Marine

Class: 2003999 Platoon: 3056

Class Status: Class In Session Student Status: Class In Session

select | Ext | History |
Figure 8-16. Student Record Edit/View
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nouse to bring up a

Search for NAME di al og box. Type the student's last nane in al
capital letters and click on Done. The systemw |l find the
desired record if it exists inthis file. You can also search by
SSNin a list sorted by SSNs.

Refer to Table 8-14 for an explanation of the

Tabl e 8-14. Student Record Edit/View

data fields.

| TEM

DESCRI PTI ON

Nane

Non-editable field displaying the student's nane,
by | ast nane.

sorted

SSN

Non-editabl e field displaying the student
security nunber.

's soci al

Cour se

Non-editabl e field displaying the nane of
whi ch the selected class is based.
student's status is Unassigned, this field will be bl ank.

the course upon
If the highlighted

FY

sel ected class is held.
status is Unassigned, this field will be bl ank.

Non-editable field displaying the FY during which the
If the highlighted student's

d ass

sel ected cl ass.

Non-editable field displaying the designator for the
If the highlighted student's status is
Unassigned, this field will be blank.

Cl ass Status

cl ass.

Non-editable field displaying the status of the selected

If the highlighted student's status is Unassi gned,

this field will be bl ank.

Rank Non-editable field displaying the rank of the highlighted
st udent .
Service Non-editable field displaying the service to which the
hi ghl i ght ed student bel ongs.
Pl at oon Non-editabl e field displaying the platoon of the
hi ghl i ghted student.
St udent Non-editable field displaying the status of the
St at us hi ghl i ght ed student.
b. Choose the desired student record by clicking on it.
c. Cick on the desired comand button

Version 4.0

The Sel ect
edi ting.

button allows you to access the student record for

Refer to Step (1).

The History button allows you to view key sunmary infornation.
Refer to Step (2).

(1)If you choose Select, the Student Information Mintenance
di al og box (Figure 8-17) opens with 13 tabs di spl ayed.
Refer to the appropriate paragraph (Paragraphs 8.3.3.1
through 8.3.3.13) for detailed guidance in conpleting the
required information in each tab

Note: The student's nane, SSN, and rank can be viewed at the top
The top right corner displays the record type

of each tab.

(i.e., manual ly created,
updated froma MPS downl coad) and the date.

creat ed/ updated froma BNA downl oad,

8.3.3.1 for an explanation of the four command buttons (Next,

Prev, Edit,

and Exit) and the Student on Board setting.
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student Information Maintenance

Name: ABRAMS, JOSEPHP .

SSN: 123780456 Rank: 2ZndLt
serv1 | servz | senva | serva | servs | Adur | Traint | Trainz | Train3 | vwons | Acad | Educ |
~Name
Last: [ ABRAMS SSH: [ 123789456
% Next
First: [ jOSEPH M [p PLT: |EBBC Sex: [maLE - =
3 Prev
 Service
Component Code: | j5pach - BOS:  Marine Edit
Rank: - Grade: vl Sel Grade: 000
2ndLt 01 Exit
~Course
Course: MOZRMG4 Fr: 03  Class: 2003002
Student Status:  Class In Session s
Completion: Student
Board
Comp Date: I on Boar

Figure 8-17. Student Information Miintenance

If you click on History, the Student History dial og box
(Figure 8-18) opens if a record exists. |If no record
exi sts, you receive a nessage that there are no history
records for this student. Cick on OKto return to the
Student Record Edit/View selection Iist box.

HINT: A historical record is created when the student has
been graduated or dropped froma class. Information in a
historical record is cunulative, with a sunmarized history
depicted for each class to which a student was registered.
Accordingly, any student record in the Student Record
Edit/View selection list box (Figure 8-16) with a student
status of Graduated or Dropped will have a historical
record, at |east for one class. Although an active record
(i.e., student status of C ass in Session) does not
generate a history record, a historical record may exi st
for such a student and you cannot determine fromthe
Student Record Edit/View selection |list box (Figure 8-16)
if it does.

L —— T

M02RMG4 2003002 03 Emergency Leave Drop, Will Be Recycled2003/05/19

Name: BOWLIN, KEVIN C . Source: 0o

SSH: 456456456 BOS: Marine Sex: MALE
Age: 25 Grade: 01 Rank: 2ndLt
Status:  Dropped PLT:  EBBC Grad MOS:
Race: White
Comp C:  USMCR Ethnic: None
CivCert: Baccalaureate Degree
CivLevel:  College, 4 Years or More Init SOE: D
CivMajor: Mo Major Subject Indicated Curr SOE:  DGOG User Fields
ASVAB: CL: 124 GCT: 117 GT: 144 EL: 115 MM: D99 Remarks
GPA: Overall: 0.0000 Cat1: 0.0000 Cat2: 0.0000 Cat3: 0.0000 -

Standing: Overall: 0 Cat1: 0 Cat2: 0 Cat3: 0

Figure 8-18. Student History

(a) Refer to Table 8-15 for an explanation of the data

fields.
Tabl e 8-15. Student History
| TEM DESCRI PTI ON
Cour se Non-edi tabl e field displaying the designhator of the course

upon whi ch the correspondi ng cl ass was based. This field
will reflect BNA Refresh data only if the field was enpty
prior to the update.

Version 4.0
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| TEM

DESCRI PTI ON

d ass

Non-editable field displaying the designator of a class to
whi ch the sel ected student was previously enrolled. This
field will reflect BNA Refresh data only if the field was
enpty prior to the update.

FY

Non-editable field displaying the FY during which the
correspondi ng class was held. This field will reflect BNA
Refresh data only if the field was enpty prior to the
updat e.

Conpl eti on

Non-editable field displaying class conpletion status
(e.g., graduated, did not attend, failure).

Dat e

Non-editable field displaying the class conpl etion date.

Nane

Non-editable field displaying the student's nane for the
sel ected record.

Sour ce

Non-editabl e field displaying code for the BNA source for
the selected record and correlating to the infornmation
appearing in the BNA Source field under the Serv5 tab. The
code includes the student's duty status and type, with
various sub-allocations of quota types.

SSN

Non-editable field displaying the student's social security
nunber for the sel ected record.

BOS

Non-editable field displaying the student's branch of
servi ce.

Sex

Non-editable field displaying the student's gender

Age

Non-editable field displaying the student's age during the
hi ghl i ght ed cl ass.

G ade

Non-editable field displaying the student's grade during
the highlighted class. This field will reflect BNA or MPS
Refresh data only if the update applied to a Marine.

Rank

Non-editable field displaying the student's rank during the
hi ghl i ght ed cl ass.

St at us

Non-editable field displaying the status of the student
(e.g., graduated, dropped).

PLT

Non-editable field displaying the platoon to which the
student was assigned during the highlighted class. This
field will reflect BNA or MPS Refresh data only if the
field was enpty prior to the update.

Grad MOS

Non-editable field displaying the MOS awarded upon
graduation (if applicable) fromthe highlighted class.

Comp Cd

Non-editable field displaying the mlitary or civilian
conmponent code to which the student bel onged during the
hi ghlighted class. This field will reflect BNA or MPS
Refresh data only if the update applied to a Marine.

Race

Non-editable field displaying the student's race. This
field will reflect BNA or MPS Refresh data only if the
update applied to a Marine.

Et hni c

Non-editable field displaying the student's ethnic
category. This field will reflect BNA or MPS Refresh data
only if the update applied to a Marine.

CivCert

Non-editable field displaying a student's hi ghest attained
civilian educational or professional certificate or degree
(e.g., high school diplonma, trade school certificate, type
of coll ege degree).

Ci vLevel

Non-editable field displaying a student's hi ghest attained
educational |evel or degree (e.g., conpleted one year of
col | ege).

C vMaj or

Non-editable field displaying the student's civilian ngjor.

Version 4.0
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| TEM DESCRI PTI ON

Init SOE Thi s BNA-provi ded one-character code depicts the initia
source of entry for the highlighted enlisted or officer
Marine student. This data nmay be updated only with a BNA
update. Codes are entered into a record through the Marine
accession process or unit diary. Refer to MCTFSCODESMVAN
for additional information.

Curr SCE Thi s BNA-provi ded four-character code depicts the current
source of entry for the highlighted Marine student. This
data nmay be updated only with a BNA update. Codes are
entered into a record through the Marine accessi on process
or unit diary. |If this data is unavailable or contains
enbedded spaces, hyphens will be inserted to replace the
spaces. Refer to MCTFSCODESMAN for additional information.

ASVAB

CL Non-editable field displaying the mean clerical (CL) score on the
Arnmed Services Vocational Aptitude Battery (ASVAB) during the
hi ghli ghted cl ass

CCT Non-editabl e field displaying the nean genera
classification test (GCT) on the ASVAB during the
hi ghl i ghted cl ass.

Gr Non-editable field displaying the nean general technica
(GTI) score on the ASVAB during the highlighted cl ass.

EL Non-editable field displaying the nean el ectronic (EL)
repair score on the ASVAB during the highlighted class.

MV Non-editable field displaying the nean notor mechanics (MV)
score on the ASVAB during the highlighted cl ass.

GPA: Non-editable field displaying the overall and category

Overal | (Catl, Cat2, and Cat3) grade point averages for the

Cat 1 hi ghl i ghted cl ass.

Cat 2

Cat 3

St andi ng: Non-editable field displaying the student's overall class

Overal | standing as well as the class standing in Catl, Cat2, and

Cat 1 Cat3 for the highlighted cl ass.

Cat 2

Cat 3

Version 4.0

(b) If you click on User Fields, the Local Information
di al og box (Figure 8-19) opens. These fields reflect
school -specific informati on established by the System
Admi ni strator for each course

Local Information for ZndLt BAKER, CHARLES M e x|

ROOM #

[—
Field 2 ._
.

Field 9

Field 10 | Save | Exit wfo Save |

Figure 8-19. Local Information

1 Refer to Table 8-16 for an explanation of the
data fields.
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Tabl e 8-16. Local Information

| TEM DESCRI PTI ON

First Field* This can be any type of information of a numeric nature,
as indicated by the title, that the System Adm ni strator
designated to be recorded here.

Second Fi el d* This is a date field (e.g., equipnent issue date).

Third through | This can be any type of information the System
Ninth Fiel ds* Admi ni strator designated to be recorded here.

*Field Titles nay vary fromclass to class. The System Adm ni strator
determ nes the type of infornmation for these fields and the corresponding
titles when setting up course infornation upon which the class is based.
Refer to Paragraph 5. 3. 4.

2 dick on the command button on the bottom|eft of
the dialog box. Note that this button title may
vary fromclass to class. The System
Admi ni strator determ nes the type of information
for this nenp text box and the correspondi ng
button title when setting up course infornmation
upon which the class is based. The Local Info
Edit neno text box (Figure 8-20) opens.

Local Info Edit

Spell Checker | Delete | Save | Exit wfo Save |

Figure 8-20. Local Info Edit

3 Review the information in the nenp text box and
click on Exit wo Save to return to the Loca
I nformation dial og box (Figure 8-19).

[

Fromthe Local Information dialog box, click on
Exit wo Save to return to the Student Hi story
di al og box (Figure 8-18).

(c) If you click on Remarks, the Hi story Remarks nenp
text box (simlar to Figure 8-20) opens. After
reviewing the information, click on Exit wo Save to
return to the Student History dialog box (Figure 8-
18).

(3) dick on Done to return to the Student Record Edit/View
di al og box (Figure 8-16).

(4) dick on Exit to return to the Student Information
Mai nt enance di al og box (Figure 8-15).

5. If you select Locate Student, all other selections on the Student
I nformati on Mai ntenance di al og box (Figure 8-15) are disabl ed.

a. Aick on Continue. The Student Record Edit/View dial og box
(Figure 8-21) opens for you to define your search
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Student Locate

— Enter Known Student Information

Last Name: I

First Name: I MI: I_
Platoon: I
S5N:

Search I Quit |

Figure 8-21. Enter Known Student Infornation

b. Referring to Table 8-17, conplete the required information. |If
you include all three criteria, you obviously narrow your
search. |If you search by last nane rather than platoon, you
probably will limt the nunber of potential students in the
list.

Tabl e 8-17. Enter Known Student |nfornation

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Last Nane The student's l[ast name or a portion thereof. Up to 20

al phanuneri c
characters

First Nane | The student's first nane, if known. Up to 10
al phanuneri c
characters

M The student's nmddle initial, if known, and a Up to 2
peri od. al phanuneri c
characters
Pl at oon The student's platoon, if known. Up to 4

al phanuneri c
characters

SSN The student's SSN, if known. Up to 9
numeric
characters

c. Cick on Search. The Student Record Edit/View dial og box
(Figure 8-16) opens with a list sorted by your search criteria
(last name or SSN). This list allows you to view only.

d. Record the infornation provided in the dialog box so that you
can |ocate the student record in the appropriate Crs/FY/d ass
or in the Unassigned selection |ist box.

e. Click on Exit to return to the Student Infornation Maintenance
di al og box (Figure 8-15).

8.3.3.1 Servl

This tab applies to general information about the individual, the service,
and the class in which the student is enrolled.

1. Fromthe Student Information Mintenance dial og box (Figure 8-15),
the Servl tab (Figure 8-22) is displayed.
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Student Information Maintenance

Name: BOWDEN, ANDREW C .

SSH: 123123123 Rank: 2ndlt

sent | senvz | senva | serva | servs | adar | Train1 | Trainz | Train3 | wepns | Acad | Educ |

~Name
Last: [ gOWDEN SSH: [ 123123123
3 HNext
First: | anpREWY M [ PLT: [EBBC Sex: [maLE ¥ =
7 Prev
~Service
Component Code: |} spich - BOS:  Marine Edit
Rank: I - Grade: - Sel Grade:
ZndLt 01 Exit
~Course
Course: MOZRMG4 FY: 03  Class: 2003002
Student Status:  Class In Session Ird
Completion: Student
Comp Date: - on Board

Figure 8-22. Student Information Mintenance - Servl

2. If you want to view the information, just click on the tabs. |If
you want to add or change information, click on Edit to enable the
fields that may be edited. The button will then no |onger be
highlighted. Note that the Edit button for records of graduated or
dropped students will not be enabled and you cannot edit those
records.

HI NT: You nmay go to another tab w thout saving whether you are
viewing or editing the record. You nmay go to another student
record or return to the Student Record Edit/View selection |ist box
(Figure 8-16) without saving if you are not in Edit node. |If you
are in Edit node and click on either Next, Prev, or Exit, you wll
recei ve a pronpt about saving changes before you can exit the
current record.

HINT: |If you wish to find a specific student record quickly
(wi t hout sequencing through each record in the class), click on
Exit to return to the Student Record Edit/View selection I[ist box
(Figure 8-16). Using the scroll bar, search for the desired record
inthe list. Wen located, click on Select to bring up the Student
I nf ormati on Mai nt enance di al og box (Figure 8-22) for the record.

Sel ect the desired tab

3. Referring to Table 8-18, enter or edit the appropriate information
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sonme of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

0 Data is created with a BNA initial downl oad and will overwite
exi sting information.

0 BNA or MPS refresh files will overwite existing information.
o Downl oaded information (initial or refresh) cannot be edited.

o Manually entered information may be edited.

For specific information about data fields that can be
overwitten with a BNA and MPS Refresh, refer to Table E-1 in
Appendi x E, BNA and M PS I nterfaces.
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Tabl e 8-18. Servl
| TEM DESCRI PTI ON PARAVETERS/
FORVAT

Name

Last The student's last nane. This data wll be Up to 20
overwitten with a BNA or MPS Refresh only if al phanuneri c
this is a Marine's record. You nay edit BNA- characters
or MPS-provided information. H NT: Ensure Use only A
that a space instead of a conma is used after t hrough Z or
the last name to denote a suffix (such as Jr. a hyphen (-)
or I11).

First The student's first nane. Up to 10

al phanuneri c
characters

M The student's nmddle initial. Up to 2

al phanuneri c
characters

PLT The student's platoon designator. This field Up to 4
will be witten with BNA code only if it is al phanuneri c
enpty. You nay edit BNA- or M PS-provided characters
information. Manually entered/ edited code will
not be overwitten with a BNA or MPS Refresh

SSN Non-editabl e field displaying the student's Up to 9
social security nunber. If the SSNis nuneric
erroneous, you cannot update this field characters
manual ly or with a BNAY M PS Refresh. The
entire record nust be deleted and a new one
creat ed.

Sex A drop-down list for you to change the gender selection from
the default (male) entry to fenale or unknown. This data
will be overwitten with a BNA or MPS Refresh only if this
is a Marine's record. You nmay edit BNA- or M PS-provided
i nformation.

Servi ce

Conponent A drop-down list for you to choose the appropriate nmlitary

Code or civilian conponent.

For a BNA downl oaded record, you cannot edit the
code except when it reads "Unknown" or is blank

record. You can change Unknown to USMC, USMC Re
USMCR, or USMCR Ret. If the conponent code is

may edit this itemonce to establish the correct
Once you have saved the edit, you cannot change

cannot change the conponent code for any BNA rec
than a USMC record.

For a manually created record, you can change th
code as nmany tinmes as you please. That is, you

conponent
for a USMC
t, FMCR

bl ank, you

i nformati on.
it. You

ord ot her

e conponent
can edit the

code, save it, and change it again. You can change the code

to Unknown, USMC, USMC Ret, FMCR, USMCR, USMCR Ret plus

Cvilian, Navy, Oher Cntry, Arnmy, Air Force, or Coast Cuard.
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| TEM

DESCRI PTI ON PARAMETERS/

FORVAT

The code for a nmanually created record can be overwitten
with a BNA or MPS Refresh only if this is a Marine's record.
The code for students in an Unassi gned status cannot be
edited.

Note that establishing a student’s conponent code triggers
the annex of a one-digit identifier preceding each student’s
SSN in several MCAIMS databases. This identifier is nodified
if the component code is changed.

BOS

Non-editabl e field displaying the Branch of Service. The
response in this field corresponds to the choice selected in
Conponent Code.

Rank

A drop-down list for you to choose the appropriate rank

This data will be overwitten with a BNA or MPS Refresh only
if this is a Marine's record. You nmay edit BNA-provided
information. Note that the rank of a Marine assigned to the
O ficers Candi date School at Quantico can be changed to TCAND
and will not be overwitten with a BNA or M PS downl oad.

G ade

A drop-down list for you to choose the appropriate grade.
This data will be overwitten with a BNA or MPS Refresh only
if this is a Marine's record. You may edit BNA-provided

i nformation.

Sel G ade

Non-edi tabl e field displaying a board-approved sel ected grade
for which the nenber is awaiting a pronotion date. This
i nfornati on may be provided by only a MPS Refresh

Cour se

Cour se

Non-edi tabl e field displaying the designator of the course
upon which the student's assigned class is based. This field
will be overwitten with a BNA Refresh only if it is enpty.

St udent
St at us

Non-editabl e field displaying the status of the student
(dropped, class in session, or graduated). Systentprovided
dat a.

Conpl etion

Non-editabl e field displaying class conpletion status, if
applicable (e.g., graduated, did not attend, failure).
Syst em provi ded dat a.

Conp Dat e

Non-editabl e field displaying the class conpletion date.
Provi ded by the system when a student is graduated or
dropped. System provi ded data.

FY

Non-editabl e field displaying the FY during which the class
is held. This field will be overwitten with a BNA Refresh
only if it is enpty.

d ass

Non-editable field displaying the class identifier. This
field will be overwitten with a BNA Refresh only if it is

enpty.

St udent on
Boar d

Automatically defaults to this setting upon the start of the
class to which the student is assigned. |If the class has

al ready started and you wish to assign a nanually created
student record to it, click on this setting.

4, Cick on the desired tab or one of the follow ng command buttons.

a.

Version 4.0

If you click on Next,
the current student
W t hout changes) and click on Conti nue.
next

If you click on Prev,
the current student

you are pronpted to save the changes for
record. Choose the desired button (with or
The system opens the
record

you are pronpted to save the changes for
record. Choose the desired button (with or
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W t hout changes) and click on Continue. The system opens the
previ ous record.

c. |If you click on Exit, you are pronpted to save the changes for
the current student record. Choose the desired button (with or
Wi t hout changes) and click on Continue. The systemreturns you
to the Student Record Edit/View (Figure 8-16).

8.3.3.2 Serv2

This tab applies to orders and security.

1. Fromthe Student Information M ntenance dial og box (Figure 8-15),
click on the Serv2 tab. The Serv2 tab is displayed (Figure 8-23).

Student Information Maintenance

2|

Name: BOWDEHN, ANDREW C .

SSN: 123123123 Rank: 2ndLt

Servi  Serv2 | serva | serva | servs | mcar | tramt | tranz | trana | wens | acad | Ecuc | Hist |

i Orders
Date: el EDDx I w7 EDA: I i1
Tyge: Future MCC: o0 Next
Maritsl Status: Single =] Mumber of Dependents 0 Prev |
~ Security =
Clear Date: 200302106 Comp Dale: 200212131 Lecture ear: 2000 ,_I
Clear Helck: Egit
[secret =l
Eligibility:
Secret I
Investigation Type: Student
MBI-Expanded on Board

Figure 8-23. Serv2
Gdick on Edit. This enables the fields that may be edited.

Referring to Table 8-19, enter or edit the appropriate information
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sonme of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

0o Data is created with a BNA initial downl oad and will overwite
exi sting information.

0 BNA or MPS refresh files will overwite existing information.
o Downl oaded information (initial or refresh) cannot be edited.

o Manually entered information may be edited.

For specific informati on about data fields that can be overwitten
with a BNA and MPS Refresh, refer to Table E-1 in Appendi x E, BNA
and M PS Interfaces.

Tabl e 8-19. Serv?2

| TEM DESCRI PTI ON PARAMVETERS/
FORMAT
O ders
Dat e Date the orders are issued. You may edit yyyy/ nmi dd
BNA- or M PS-provided information
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
EDD The estimated date of departure. This yyyy/ mi dd
field will be overwritten with a BNA or
M PS Refresh only if it is enpty.
EDA The estimated date of arrival. This data yyyy/ mi dd
will be overwitten with a BNA or MPS
Refresh only if this is a Marine's record
Type Type of orders issued. You nay edit BNA- Up to 10
or M PS-provided infornation. al phanuneri c
characters
Future MCC The nonitored comand code indicating the Up to 3
installation to which the student will be al phanuneri c
assigned. This field will be overwitten characters
with a BNA or MPS Refresh only if it is
enpty.
Marit al A drop-down list to designate the student's marital status
St at us (the default is unknown). This data will be overwritten
with a BNA or MPS Refresh only if this is a Marine's
record. You may edit BNA- or M PS-provided infornation
Nurber of The nunber of dependents of the selected Up to 2
Dependent s student. This field will be overwitten nuneric
with a BNA or MPS Refresh only if it is characters
enpty.
Security
Cl ear Date Non-editable field displaying the date the security
cl earance was grant ed.
Conp Date Non-editable field displaying the date the security check

was conpl et ed

Lecture Year

The year the security lecture was | ast yyyy
attended. This data will be overwitten
with a BNA or MPS Refresh only if this is
a Marine's record. You may edit BNA-

provi ded i nformation.

Clear Held A drop-down list for you to choose the type of clearance
the student has. This data will be overwitten with a BNA
or MPS Refresh only if this is a Marine's record. You
may edit BNA- or M PS-provided infornmation

Eligibility Non-editabl e field displaying the highest type of

cl earance for which the student has been approved by the
i nvestigative agency (e.g., Secret or no clearance
required; file created).

I nvestigation
Type

Non-editable field displaying the type of investigation
conducted (e.g., Entrance National Agency Check (ENTNAC)
or Defense National Agency Check (DNAC).

4. Choose

HI NT:

the desired tab or command button

You may go to another tab without saving whether you are

viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio

button

8.3.3.3 Serv3

(with or without changes) and click on Continue.

This tab applies to general personnel information.

1. Fromthe Student Information Mintenance dial og box (Figure 8-15),
click on the Serv3 tab. The Serv3 tab is displayed (Figure 8-24).

Version 4.0
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Student nformation vaineenance 20
Name: BOWDEN, ANDREW C .
SSM: 123123123 Rank: ZndLt
sent | ez Senvs | serva | senvs | adar | Train1 | Trainz | Train3 | wpns | Acad | Educ |
Age: 25 DOB: [fo7eidi10
DAUSDR: i DOR: W Next
EOS: 200710624 EAS: 200607101 e
ECC: 20060701 DCTB: 200301107
PEBD: 200010508 ADBD: |/ ECT
Ethnic: IND"E j Exit
Blood Type: O Positive
Race: Vvhite = Date Detach Last Comd: m -
Comp Score: 0 Date of Enlist or Accept: 1999/06/25 Student
Duty Preference: User Fieids | on Board

Figure 8-24. Serv3

2. Cick on Edit. This enables the fields that nmay be edited and the
User Fields conmand button.

3. Referring to Table 8-20, enter or edit the appropriate information
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sonme of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

o Data is created with a BNA initial downl oad and will overwite
exi sting informtion.

0 BNA or MPS refresh files will overwite existing information.
o Downl oaded information (initial or refresh) cannot be edited.
o Manually entered information may be edited.
For specific informati on about data fields that can be overwitten
with a BNA and MPS Refresh, refer to Table E-1 in Appendi x E, BNA

and M PS Interfaces.

Tabl e 8-20. Serv3

| TEM DESCRI PTI ON PARAMETERS/
FORNMAT

Age Non-editable field displaying the age of the student,
cal cul ated when the class starts fromthe DOB

DAUSDR Non-editable field displaying the date arrived United
St at es, dependents-restricted.

ECS Non-edi table field displaying expiration of obligated
servi ce.

ECC Non-editable field displaying expiration of current
contract.

PEBD Non-edi table field displaying pay entry base date.

Et hni c A drop-down list for you to choose the appropriate ethnic
group. The default is None. This data will be overwitten
with a BNA or MPS Refresh only if this is a Marine's
record. You may edit BNA- or M PS-provided information

Bl ood Type Non-edi table field displaying the student's bl ood type.
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| TEM DESCRI PTI ON PARAMETERS/

FORNVAT

Race

A drop-down list for which you may select the student's
race. This data will be overwitten with a BNA or MPS
Refresh only if this is a Marine's record. You may edit
BNA- or M PS- provided information

Conp Score Non-editable field displaying the student's conposite

score.
Duty Pl aces for duty designator codes for the top Up to 3
Pref erence three duty preferences. You nay edit BNA- or |al phanumeric
M PS- provi ded i nformati on. characters
DOB The date of birth. This data will be yyyy/ mi dd
overwritten with a BNA or MPS Refresh only
if this is a Marine's record. You may edit
BNA- or M PS-provided information. |[|f you
edit this field, MCAI M recal cul ates the
student's age and wites it in the Age field.
DOR The date of rank. You may edit BNA- or MPS- |yyyy/ nmmidd
provi ded i nformation.
EAS Non-editable field displaying the expiration of active
servi ce.
DCTB Non-editable field displaying the date current tour began
ADBD Non-editable field displaying the active duty base date.
Dat e Det ach The date the student was detached to the last |yyyy/ nmidd
Last Cond command. You may edit BNA- or M PS- provided
i nf ormation.
Dat e of Non-edi tabl e field displaying the date of yyyy/ mi dd
Enlist or enlistnent or acceptance.
Accept
4. Cdick on User Fields. This option allows schools to personalize

information (e.g., track neal cards) that is not recorded

el sewhere. The Local Information dialog box (Figure 8-25) opens
for you to enter infornation in the fields established by the
System Admi ni strator (Paragraph 5.3.4, User Fields).

Local Information for 2ndLt ABRAMS, JOSEPH P = 20|

ROOM # 112
Field 2 il
SOURCE IMARINE CORPS RECRUITING CMD|

SQUAD

Field 5

Field 6

Field 7

Field &

Field 9

Field 10 | Continue | Exit |

Figure 8-25. Local Information

a. Referring to Table 8-21, enter the appropriate information in

the data fields. Note that the items will reflect the nanes
that the System Admini strator assigns them |If the field has
not been named, it will reflect its default nunber (i.e., field
10).
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Tabl e 8-21. Local Information

| TEM DESCRI PTI ON PARANMVETERS/
FORNMAT
Field 1 This can be any type of information of a Up to 10
nuneric nature that the System Admi ni strator nuneric
has determ ned you shoul d record. characters
Field 2 This is a date field (e.g., equipnment issue yyyy/ mi dd
dat e).
Fields 3-9 This can be any type of information the Up to 30
System Adm ni strator has deternined you al phanuneri c
shoul d record. characters

b. dick on the command button on the bottomleft of the dialog
box. Note that the button title will be whatever nane the
System Admi nistrator assigns it; in Figure 8-25, the button is
naned Background. The Local Info Edit nenp text box opens
(Figure 8-26).

2x

Trained as Olympics swimmer. [=]

Local Info Edit

Spell Checker | Delete | Save | Exit wio Save |

Figure 8-26. Local Info Edit
Enter the type of notes indicated by the System Adnini strator

Cick on Save. This returns you to the Local Information
di al og box.

e. Cick on Continue. A nessage advises you that edits to this
field nust be saved when you exit the student record. dick on
K. This returns you to the Serv3 dial og box.

5. Choose the desired tab or command button
HINT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.
8.3.3.4 Serv4

This tab applies to service capabilities.

1. Fromthe Student Information Mintenance dial og box (Figure 8-15),
click on the Serv4 tab. The Serv4 tab is displayed (Figure 8-27).

Version 4.0 8-43 9/ 24/ 03



MCAI M5 32 USER S MANUAL

Student Information Maintenance [ 2|

Name: BOWDEN, ANDREW C .
SSH: 123123123 Rank: 2ndlt

sent | senvz | sena Serva | senvs | adar | Train1 | Trainz | Train3 | wepns | Acad | Educ |

Duty Status: ITAD j

Drfvers Improv: — [Unknown i [ LR

(G)z:'r |M1IJIJBJM1UUB Truck, cargo, tact 1-1i4 ton = Exp: [0 Prev

Permit: |Unknnwn j Exp:lu Edit |
Junknown =] Exp:[o Exit
|Unknnwn j Exp:l[l —
Juniknown -] Exp:]0

Strength Categorny: Undergoing Training W

Duty Limitations: None Student

Civ Permit: l— Civ State: | i

Figure 8-27. Serv4

2. Cick on Edit. This enables the fields that nmay be edited and the
User Fields conmand button.

3. Referring to Table 8-22, enter or edit the appropriate information
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sonme of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

o Data is created with a BNA initial downl oad and will overwite
exi sting informtion.

0 BNA or MPS refresh files will overwite existing information.
o Downl oaded information (initial or refresh) cannot be edited.

o Manually entered information may be edited.

For specific informati on about data fields that can be overwitten
with a BNA and MPS Refresh, refer to Table E-1 in Appendi x E, BNA
and MPS Interfaces.

Tabl e 8-22. Serv4

| TEM DESCRI PTI ON PARAMETERS/
FORNMAT
Duty Status | A drop-down list for you to choose the appropriate status
from 38 choices. This data will be overwitten with a BNA

or MPS Refresh only if this is a Marine's record. You may
edit BNA- or M PS-provided information.

Drivers A drop-down list for you to choose the appropriate status

| mpr ov from 10 choices. You may edit BNA- or M PS-provided
i nformation.

Gov. QOper A drop-down list for you to choose the appropriate status

Per mi t fromapproxi mately 71 choices. The choices include a range
of different types of vehicles, machinery, and equi pnent.
You can make up to five selections. |If the student has
more than five pernmits, you nmay sel ect "Check Marine's
Servi ce Record Book (SRB) for nore". This data will be

overwitten with a BNA or MPS Refresh only if this is a
Marine's record. You may edit BNA- or M PS-provided

i nformation.

Exp Enter the date the correspondi ng gover nnent YYYYMM
operator pernit expires.
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| TEM DESCRI PTI ON PARANMVETERS/
FORNMAT
Strength Non-editable field displaying the type or nature of a
Cat egory Marine's service (relating to total Marine Corps
popul ati on).
Duty Non-editable field displaying any duty [imtations

Lim tations

Cv Permt Type of civilian permt, if applicable. You Up to 10
may edit BNA- or M PS-provided infornation. al phanuneri c
characters
Cv State State granting civilian permt, if Up to 23
applicable. You nay edit BNA- or M PS- al phanuneri c
provi ded i nformation. characters

4, Choose the desired tab or conmand button

HI NT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.5 Servbh

This tab applies to the proficiency and conduct information in the unit
diary and for the school, MOS data, and BNA source data.

1. Fromthe Student Information Mintenance dial og box (Figure 8-15),
click on the Serv5 tab. The Serv5 tab is displayed (Figure 8-28).

2l x|

student Information Maintenance

Name: BOWDEHN, ANDREW C .

SSN: 123123123 Rank: 2ZndLt

Servt | servz | serva | serva  Servs | agor | Traint | Trainz | Trains | wpns | Aced | Edue | Hist |

PRO Unit Diary CON Unit Diary MOS:

Enlist Average: 44 Enlist Average: 4.4 Gradusted:

Grade Average: 44 Intenclec Joonno Next
Grade Average: 4d

SErY Average 44 Primar i 3501 Prev

]
PRO - CON Local Serw Auerage 14 Fret: Edit
’;RO oo oM o E'—‘ Recommendsd l— Ext |

Fac I | oo

Bh& Source: |Amwe Dty Marine Officer ﬂl Student

on Board

Inttial SOE: o] Current SOE: 060G (Refer to MCTFSCODESMAN for code
descriptions.]

Figure 8-28. Servb
Gdick on Edit. This enables the fields that may be edited.

Referring to Table 8-23, enter or edit the appropriate infornmation
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sonme of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

0 Data is created with a BNA initial downl oad and will overwite
exi sting information.

0 BNA or MPS refresh files will overwite existing information.

o Downl oaded information (initial or refresh) cannot be edited.
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Manual Iy entered information may be edited

For specific information about data fields that can be overwitten

with a BNA and M PS Refresh

refer to Table E-1 in Appendix E, BNA

and MPS Interfaces.

or nunber). You nay edit BNA- M PS-

provi ded information.

or

Tabl e 8-23. Servb
| TEM DESCRI PTI ON PARAVETERS/
FORVAT

PRO Unit Diary

Enl i st Non-editabl e field displaying the average proficiency rating

Aver age during the current enlistnent.

Grade Non-editabl e field displaying the average proficiency rating

Aver age during the current pay grade.

Serv Non-editabl e field displaying the average proficiency rating

Aver age during the student's entire service career

CON Unit Diary

Enl i st Non-editabl e field displaying the average conduct rating

Aver age during the current enlistnent.

Grade Non-editabl e field displaying the average conduct rating

Aver age during the current pay grade. This field will not be
overwitten with a MPS Refresh

Serv Non-editabl e field displaying the average conduct rating

Aver age during the student's entire service career

PRO CON Local

PRO The student's proficiency rating (1.0 to 5.0, 1.0to 5.0
worse to best) while assigned to the school
You may edit records for Marines at grade E-4
and below. Only locally provided data
applies.

CON The student's conduct rating (1.0 to 5.0, 1.0to 5.0
worse to best) while assigned to the school
You may edit records for Marines at grade E-4
and below. Only locally provided data
applies.

MOS

Graduat ed Non-editabl e field displaying the MOS assigned by the school
upon graduation. This infornmation appears here
automatically upon the student's graduation fromthe class.

I nt ended The MOS intended to be assigned upon Up to 5
graduation. You may edit BNA- or M PS- al phanuneri c
provi ded information. characters

Prinary For a downl oaded record, the primary MOS is a non-editable
field. |If this field is blank on a downl oaded record or if
this record was nmanual ly created, you may add the MOS from
the drop-down list. |[If the student's PMOS does not exist in
the list, add the correct information to the MOS Table
(Paragraph 8.2.2); then select the added MOS fromthe |ist.
Once a MOS has been sel ected, you may not edit that field
agai n.

Pr ef Three MOS preferences desired by the student. Up to 4
Only locally provided data appli es. al phanuneri c

characters

Recommended | The MOS recommended by the school to be Up to 4
assi gned upon graduation. Only locally nuneric
provi ded data applies. characters

Fac ID The facility identifier (e.g., building nane Up to 10

al phanuneri c
characters
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| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Room The roomidentifier (e.g., roomnunber). You Up to 10
may edit BNA- or M PS-provided infornmation. al phanuneri c
characters
BNA Source

BNA Source | Drop-down box depicting the BNA source or student type

(e.g., Active Duty Marine O ficer) when this record is
mat ched to a BNA Downl oad or a Refresh file. Note that data
will be witten to the field only if it is enpty (i.e.
“Unknown”). For a manually created record, the field

di spl ays “Unknown” before editing. |If you nake a sel ection
in the box, you must confirmyour choice before saving the
change. Once you save a change, you cannot nmake any

further changes to this field, manually or via a downl oad.

Init SOE Thi s BNA- provi ded one-character code depicts the initial

source of entry for the highlighted enlisted or officer
Marine student. This data may be updated only with a BNA
update. Codes are entered into a record through the Marine
accessi on process or unit diary. Refer to MCTFSCODESMAN for
addi tional information.

Curr

SCE Thi s BNA-provi ded four-character code depicts the current

source of entry for the highlighted Marine student. This
data nmay be updated only with a BNA update. Codes are
entered into a record through the Marine accessi on process
or unit diary. |If this data is unavail able or contains
enbedded spaces, hyphens will be inserted to replace the
spaces. Refer to MCTFSCODESMAN for additional information

Choose the desired tab or command button

HI NT: You may go to another tab wi thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.6 Addr

This tab applies to the student's unit and | ocal address.

1

2.

Fromthe Student |Information Miintenance dial og box (Figure 8-15),
click on the Addr tab. The Addr tab is displayed (Figure 8-29).

Student Information Maintenance

Name: BOWDEN, ANDREW C .

SSH: 123123123 Rank: 2ndlt

senvt | senvz | senva | serva | senvs  Adar | Train1 | Trainz | Train3 | wpns | Acad | Educ |
Unit Address

Present RUCMCC: 30305/ Edit RUCMCC
UNKNOWN Hext

Prev
Edit

Local Exit

Address: [ 1130 JACK WARNER PHWY NE APT14C

City: [TuscaLoosa Zip: 354040000 e

State:  [aL Phone: [205.301-3057 Student

Spouse: I on Board

Figure 8-29. Addr
Gdick on Edit. This enables the fields that may be edited.
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Referring to Table 8-24, enter or edit the appropriate infornmation
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNA initial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sone of the data in the dialog box can be
entered only locally. Unless otherwi se noted in the descriptions,
the followi ng generalities apply:

o Data is created with a BNA initial downl oad and will overwite
existing information.

0 BNA or MPS refresh files will overwite existing information.
o Downl oaded information (initial or refresh) cannot be edited.
0o Manually entered informati on may be edited.

For specific information about data fields that can be overwitten
with a BNA and M PS Refresh, refer to Table E-1 in Appendi x E, BNA

and MPS Interfaces.

Tabl e 8-24. Addr

| TEM DESCRI PTI ON PARAMETERS/

FORVAT

Unit Address

Pr esent

RUC/ MCC

The Reporting Unit Code and Monitored Command Code with unit
address. For a manually created record, click on Edit

RUC/ MCC t o change the default from "Unknown" to the correct
information (Step 4). The MCC will not be overwitten with a
M PS Refresh.

Local Address

Addr ess The student's |ocal address. This field wll Up to 97
be overwritten with a BNA Refresh only if it al phanuneri c
is enpty. You nay edit BNA-provi ded characters
information. This field will not be
overwitten with a MPS Refresh.

Cty The city of the student's local address. This [Up to 31
field will be overwitten with a BNA Refresh al phanuneri c
only if it is enpty. You nmay edit BNA- characters
provided information. This field will not be
overwitten with a MPS Refresh.

State The state of the student's |ocal address. Up to 31
This field will be overwitten with a BNA al phanuneri c
Refresh only if it is enpty. You nay edit characters
BNA- provi ded i nformation. This field will not
be overwitten with a MPS Refresh.

ZIP The zip code of the student's |ocal address. Up to 9
This field will be overwitten with a BNA numeri c
Refresh only if it is enpty. You nay edit characters
BNA- provi ded i nformation. This field will not
be overwitten with a MPS Refresh.

Phone The student's |ocal phone nunber. This field |[Up to 10

will be overwitten with a BNA Refresh only if | numeric

it is enpty. You may edit BNA-provi ded characters
information. This field will not be
overwitten with a MPS Refresh.
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| TEM DESCRI PTI ON PARAVETERS/
FORMAT
Spouse The nane of the student's spouse. This field |[Up to 31
will not be overwitten with a BNA or MPS al phanuneri c
Refresh. You nmay edit BNA-provi ded characters
i nformation.

4, If this is a nmanually created record, click on Edit RUC MCC. The
RUC Tabl e selection |list box (Figure 8-30) opens. Use your arrow
keys to view all the information in the table.

RUC Table x|
RUC MCC STREET ADDRESS 1 STREET ADDRESS 2 [
00011 [1JA MAG-11 3D MAW FMFPAC MCAS MIRAMAR FO [l
00011 1A MALS-11 MAG-11 3DMAW MCAS MIRAMAR PS
00011 [1T6 VMFAT-101 MAG-11 3DMAW MCAS MIRAMAR PO
00011 JIW VMFAT-101 MAG-11 3DMAW (STUD PERS) MCAS MIRAMAR PO
00011 |V6A VMFAAW)-121 MAG-11 3DMAW MCAS MIRAMAR PO
00011 |V6B VMFAAW) 242 MAG-11 IDMAW MCAS MIRAMAR PO
|00011 VFB VMFA 232 MAG-11 3DMAW MCAS MIRAMAR PS
00011 |\VFD VMFA 314 MAG 11 3DMAW MCAS MIRAMAR PO
00011 VFE VMFA323 MAG-11 3DMAW MCAS MIRAMAR PO
00011 |VFG VMFAAW) 225 MAG-11 3DMAW MCAS MIRAMAR OP
00011 |VRA VMGR-352 MAG-11 3DMAW MCAS MIRAMAR PO
00012 183 3D SPECIAL SECURITY COMM TEAM 1ST MAW FMFPAC U
00012 [1J8 HQ MAG-12 18T MAW FMFPAC

Add | Edit I Delete | Exit

Figure 8-30. RUC Table
Click on the desired RUC/ MCC.

b. dick on Save. This returns you to the Student Information
Mai nt enance dial og box. Note that the infornmation under Unit
Address reflects your changes.

5. Choose the desired tab or conmand button.
HINT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save

changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.7 Trainl

This tab applies to physical fitness testing records.

1. Fromthe Student Information M ntenance dial og box (Figure 8-15),
click on the Trainl tab. The Trainl tab is displayed (Figure 8-31).

student Information Maintenance 5 d |
Name: ABRAMS, JOSEPHP .
SSN: 123780456 Rank: 2ZndLt
Serv | Serv2 | Serva | Serva | servs | adar  Traimt | Train2 | Train3 | wipns | acad | Educ | Hist |
~ PFT Unit Diary
2ndl Digt of Calendler Year: Calender Year Half Score:
Next
Class:  Unknown
Prev
~PFT Local
DATE SCORE|CLASS TEST ID Edit
20030523 298 1st Class -
Exit
L]
Student
A H Edit/iew | Delete | on Board

Figure 8-31. Trainl
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2. Cick on Edit. This enables the command buttons bel ow t he
selection list box fields that may be edited.

3. Refer to Table 8-25 for an explanation of the data fields.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sone of the data in the dialog box can be
entered only locally. Unless otherwi se noted in the descriptions,
the followi ng generalities apply:

o Data is created with a BNA initial downl oad and will overwite
existing information.

0 BNA or MPS refresh files will overwite existing information.
o Downl oaded information (initial or refresh) cannot be edited.
o Manually entered informati on may be edited.
For specific information about data fields that can be overwitten
with a BNA and M PS Refresh, refer to Table E-1 in Appendix E, BNA

and MPS Interfaces.

Table 8-25. Trainl

| TEM | DESCRI PTI ON

PFT Unit Diary

2nd Digit of Non-editable field displaying the last digit of the

Cal endar Year cal endar year (e.g., "8" for cal endar year '98").

Cal endar Year Non-editable field displaying either the first or second

Hal f hal f of the year

Scor e Non-editable field displaying the PFT score.

d ass Non-editable field displaying the PFT cl ass nane.

PFT Loca

Dat e Non-editable field displaying the date of the PFT

Scor e Non-editable field displaying the PFT score.

d ass Non-editable field indicating 1st, 2nd, or 3rd class
performance, the type of waiver granted, or RNT status.

Test ID Non-editable field displaying the test ID

4, Choose the desired command button
8.3.3.7.1 Add
This conmand all ows you to add PFT infornation that is not scored as
acadenmic tests to student records. PFT information scored as acadeni c

tests can be scanned or added nanual |y under the Eval uation nodul e
(Paragraphs 7.6.1 and 7.6.2).

1. Fromthe Trainl selection |list box (Figure 8-31), click on Add.
The Enter PFT Date dial og box (Figure 8-32) opens.
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PFT Date: |2uuam5r23

OK | Cancel

PFT Dat e
use the default and click on OK

Figure 8-32. Enter

The Add PFT

Score dial og box (Figure 8-33) opens.

ed

Add PFT Score

SSN: 056456123 Age:26 MALE

Name: BROWN, ANDREW M .

PFT Misc
™ Partial Waiver

= pullup/Arm Hang

" RNT (Required Not Taken)

Waiver Date: IW
&l
=l

[ Medical Waiver
€ Crunches Run

Comments:

PFT Information
Pullups: [2g  Crunches:| ag Run:|2p:10 PFT Score: 199 Grade: 0.0000

PFT Class:FailRNT {Required Not Taken)

PFT Dale:lm Administrator:
Save I Done | SKip |
Figure 8-33. Add PFT Score

3. Referring to Table 8-26 for an explanation of the data fields,
enter the required information.

HINT: Note that the cursor
field under

is positioned at the Pullups/Arm Hang

PFT Information. After entering data in that field,

tab to the Crunches input field and then to the Run Tine input

field.

on Save.
If the student did not
fields under
After confirm ng the score

You may tab to the Comments field if you so desire.

Click
This brings up a nmessage box for confirmng your score.
pass the PFT, the systemdefaults to the
PFT M sc and you nust justify the student's score.
the systemreturns you to the Trainl

di al og box.
Tabl e 8-26. Add PFT Score
| TEM DESCRI PTI ON PARANMVETERS/
FORNMAT
Untitled Nanme, SSN, age, and gender across the top of each
record
PFT M sc
Partial Waiver |[Cick this checkbox if the PFT taken on Up to
this date has a partial waiver. You nust |al phanuneric
click on the radio button belowto characters
designate which test is waived:
Pul | up/ Arm Hang, Situp/Crunch, or Run.
Medi cal Wi ver dick this checkbox if the PFT taken on this date has a nedical

wai ver. The radio buttons below will be disabled.

RNT (Required

Click this checkbox if the required PFT was not taken

Not Taken) The radi o buttons below will be disabled and the PFT
Class status beneath PFT Information will display
"Fai | / RNT".

Pul [ up/ Arm Click this radio button if the partial waiver applies to

Hang this test.
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PFT based on perfornmance, you nust enter
an explanation in this field. You may
al so enter comments for other reasons.

| TEM DESCRI PTI ON PARAVETERS/
FORNMAT
Crunches Click this radio button if the partial waiver applies to
this test.
Run Click this radio button if the partial waiver applies to
this test.
Wai ver Date Non-editable field displaying the date that the waiver
i s docunented
Conment s If the student has a waiver or failed the {Up to 64,000

al phanuneri c
characters

PFT | nfornmati on

Pul | ups Dynamc title indicating nunber of pull- Up to 2
ups (males) or length in seconds of arm nuneric
hangs (fenal es). characters

Crunches Nunber of crunches. Mist be equal to or Up to 3
| ess than 100. numeri c

characters

Run Time in mnutes and seconds. 18: 10

PFT Score Non-editable field displaying the PFT score.

Grade Non-editable field displaying the PFT grade

PFT d ass Non-editable field displaying the PFT class (1st, 2nd,
or 3rd class performance, the type of waiver granted, or
RNT st at us).

PFT Date Non-editable field displaying the PFT date.

Adm ni strator

Non-edi tabl e field displaying
Admi ni strator.

the nane of the PFT

4., dick on

Save.

If the student has a wai ver or

failed the PFT based

on performance and you have not entered an explanation in the

Comments field,
O herw se,

a. Cdick on No if the information is incorrect.

a message appears to pronpt

you to do so

a nmessage appears sunmarizing the PFT score and cl ass.

to the Add PFT Score dial og box.

b. dick on Yes if the information is correct.

to the Trainl tab

5. Choose the desired tab or

HI NT:

conmand butt on.

However ,

Next, Prev,

if you are in Edit
or Exit, you are pronpted to save
Choose the desired radio

This returns you

This returns you

You may go to another tab without saving whether you are
viewing or editing the record.
and click on either N P
changes to the current student record.

node

button (with or without changes) and click on Continue.

8.3.3.7.2 Edit/View

This conmand allows you to edit the highlighted PFT | oca

have added.

1. Fromthe Trainl selection |ist

box (Figure 8-31),

desired record by clicking on it.

2. Cick on Edit/View.

The Edit

i nfornmation you

hi ghl i ght the

PFT Score dialog box (simlar to

Version 4.0

Fi gure 8-33) opens.

Referring to Table 8-26 for an explanation of the data fields, edit

information in the appropriate fields in the dialog box.
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4. dick on Save. If the student has a waiver or failed the PFT based
on performance and you have not entered an explanation in the
Conments field, a nessage appears to pronpt you to do so
O herw se, a nessage appears sunmmari zing the PFT score and cl ass.

a. Cick on No if the information is incorrect. This returns you
to the Add PFT Score dial og box.

b. Cick on Yes if the information is correct. This returns you
to the Trainl tab

5. Choose the desired tab or conmand button

HINT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.7.3 Delete

This conmand all ows you to delete any PFT record that you have added to the
tabl e.

1. Fromthe Trainl selection list box (Figure 8-31), highlight the
desired record by clicking on it.

2. Cick on Delete. A nessage appears to confirmyour w sh to
conti nue.

3. dick on Yes. A message advises you that the record was del et ed.
This returns you to the Trainl selection |list box. Note that the
record is del eted.

4. Choose the desired tab or command button
HINT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit npde and
click on either Next, Prev, or Exit, you are pronpted to save changes
to the current student record. Choose the desired radio button (with
or w thout changes) and click on Continue.
8.3.3.8 Train2

This tab applies to miscellaneous personal data pertinent to training.

1. Fromthe Student Information M ntenance dial og box (Figure 8-15),
click on the Train2 tab. The Train2 tab is displayed (Figure 8-34).
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Name: BROWN, ANDREW M .
SSH: 056456123

Servt | Servz | Serva | serva | servs | ader | Treim  Trainz | Train3 | wpns | acad | Edue | Hist |

Strength Category:
Duty Limitations:
Duty Status:

Blood Type
Helght:

Weight:

Date Phys. Comp.
Leadership Trm r:

Gas Chamber Year.

Rank: 2ndLt
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Unknown
Unknawn Hext
Lnknown Prev
Unknown Edit

=

164 Sex

20024 2102
i

[Basic Leadership Training 2| |2una iy Student

on Board
2003

Meck: o2 Exit
MALE

F
dick on Edit.

NOTE:

This enables the fields that

Referring to Table 8-27,
in the data fields that

gure 8-34. Train2

may be edited.

file.

may be edited.

enter or edit the appropriate information

Mich of the information in the dialog box is provided

automatically with the BNA initial Sone of the data in the

di al og box is provided by the system based on your entries in

ot her di al og boxes.
entered only locally.
the foll owi ng general

o Data is created wi
existing informati

0o BNA or

o Downl oaded information (initial

o Manually entered i

For

with a BNA and M PS Refresh,

and M PS I nterfaces.

MPS refresh files wll

Sonme of the data in the dial og box can be

Unl ess ot herwi se noted in the descriptions,

ties apply:

th a BNA initial
on.

or

nformati on may be edited.

downl oad and wil |

refresh) cannot

overwite

overwite existing information.

be edited.

specific informati on about data fields that can be overwitten
refer to Table E-1 in Appendix E, BNA

Tabl e 8-27. Train2
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Strength Non-editable field displaying the type or nature of a
Cat egory Marine's service (relating to total Marine Corps
popul ati on).
Duty Non-edi table field displaying the nature of any duty
Limitations limtations.
Duty Status Non-editable field displaying the current duty status of
the Marine.
Bl ood Type Non-edi table field displaying the student's bl ood type.
Hei ght The student's height in inches. Locally Up to 2
provi ded data only. nuneric
characters
Neck The student's neck size in inches. Locally [Up to 2
provi ded data only. nuneric
characters
Wi ght The student's weight in pounds. Locally Up to 3
provi ded data only. nuneric
characters
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Sex Non-editable field displaying the student's gender. This

field will reflect BNA or MPS Refresh data only if the
update applied to a Marine.

Date Phy Conp | The date the physical was conpl et ed. yyyy/ mi dd
Local ly provided data only.

Leader ship A drop-down list for you to choose the type of student

Trn Yr | eadership trai ning conducted. You nay edit BNA-provi ded
information. |In order to save this data, you nust also
enter a date in the year field.

Untitled The year that the student conpleted yyyy

| eadership training. You may edit BNA-
provi ded information.

Gas Chanber The year the student passed gas chanber yyyy
Year training. You nmay edit BNA-provided
i nformation.

3. Choose the desired tab or commuand button

HI NT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.9 Train3

This tab applies to battle skills/essential skills (BST-EST).

1. Fromthe Student Information M ntenance dial og box (Figure 8-15),
click on the Train3 tab. The Train3 tab is displayed (Figure 8-
35).

Student Information Maintenance

Name: BOWDEHN, ANDREW C .

SSN: 123123123 Rank: 2ndLt

Senst | Servz | Senv3 | Servt | Sens | addr | Train1 | Trainz  Train3 | wwpns | acad | Educ |
BST-EST
’7 Year : F Tasks Correct: [p77  Tasks Attempted: [qpr  Score: lﬁ ‘

—Water Survival Unit Diary
Class: Water Survival Qualified Edit
Requal Date: 20020601 Exit
~Water Survival Local
i
O votor Sl ualitiod |
fater Survival Qualified Student
Date: |2|]|]3/|]5;3|] on Board

Figure 8-35. Train3
Cick on Edit. This enables the fields that may be edited.

Referring to Table 8-28, enter or edit the appropriate infornmation
in the data fields that may be edited.

NOTE: Much of the infornmation in the dialog box is provided
automatically with the BNA initial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Some of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

o Data is created with a BNA initial download and will overwite
exi sting information.
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MPS refresh files will

o Manually entered informati on may be edited.

refresh) cannot

overwite existing information.

be edited.

For specific information about data fields that can be overwitten

with a BNA and M PS Refresh

and MPS Interfaces.

refer to Table E-1 in Appendix E, BNA

Tabl e 8-28. Train3
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
BST- EST
Year The last digit of the calendar year. You Only 1
may edit BNA-provided information. nuneric
char act er
Tasks Correct The nunber of tasks correct. You may edit Up to 3
BNA- provi ded i nfornmati on. nuneric
characters
Tasks The nunber of tasks attenpted. You nmay Up to 3
At t enpt ed edit BNA-provided i nformation. nuneric
characters
Scor e The score after all cal culations are nade. Up to 2
You may edit BNA-provided information. nuneric

characters

Wat er Survi val

d ass

Unit Diary
Non-editabl e field displaying the BNA-provided current
wat er survival status.

Requal Date

Non-editabl e field displaying the BNA-provi ded wat er

survival requalification date.

Wat er Survi val

Local

d ass

Choose the appropriate classification fromthe drop-down

| ocal |y provided data

list. The default, Unknown, nmeans the system has no
i nformation. This field is for
only.

Dat e

The date of the classification. Thi s

field is for locally provided data only.

yyyy/ mi dd

4., Choose the desired tab or

HI NT:

conmand butt on.

However ,

Next, Prev,

if you are in Edit
or Exit, you are pronpted to save
Choose the desired radio

You may go to another tab without saving whether you are
viewing or editing the record.
and click on either N P
changes to the current student record.

node

button (with or without changes) and click on Continue.

8.3.3.10 Wns

This tab applies to rifle and pisto

unit diary for each student.

1. Fromthe Student
click on the Whns tab

Version 4.0

8-56

information at the schoo

and in the

I nformati on Mai nt enance di al og box (Figure 8-15),
The Whns tab is displayed (Figure 8-36).
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Student Information Maintenance

Name: BOWDEN, ANDREW C .

SSH: 123123123 Rank: 2ndlt

senvt | senvz | senva | serva | senvs | adar | Train1 | Trainz | Train3  Wins | acad | Educ |

~Rifle Local Rifle Unit Diary

Date: T Date: 20000701
Score: 245
Score:

Class: |Unknown -

i~ Pistol Local

Class: Expert

ITs
’7 1M 22 M I M 4 M ‘

2l x|

i

m
=
=

m
1%
£l

Date: [ ~Pistol Unit Diary
9 Date: i
Class: |unknown B
Class: Unknown
Wpn:  unknown -
Score: l—

Score:

i

W
Student
on Board

Figure 8-36. Wns
This enables the fields that

may be edited.

may be edited.

enter or edit the appropriate information

Mich of the information in the dialog box is provided

file.

Sone of the data in the

di al og box is provided by the system based on your entries in

ot her di al og boxes.
entered only locally.

the follow ng generalities apply:

(0]

(0]

(0]

(0]

For

with a BNA and M PS Refresh,

Data is created with a BNA initial
exi sting information.

BNA or

Downl oaded i nformation (initial or

MPS refresh files wll

and M PS I nterfaces.

downl oad and wil |

refresh) cannot

Manual Iy entered informati on nay be edited.

Sonme of the data in the dial og box can be
Unl ess ot herwi se noted in the descriptions,

overwite

overwite existing information.

be edited.

specific informati on about data fields that can be overwitten
refer to Table E-1 in Appendix E, BNA

Tabl e 8-29. Wns
| TEM DESCRI PTI ON PARAMVETERS/
FORMAT
Rifle Loca
Dat e The date that the rifle qualification was yyyy/ nmi dd
conducted. Locally provided data only.
Score The score achieved on the test. Locally Up to 3
provi ded data only. nuneric
characters
d ass A drop-down list for you to choose the score classification
Local Iy provided data only.
Pi stol Loca
Dat e The date that the pistol qualification was yyyy/ nmi dd
conducted. Locally provided data only.
d ass A drop-down list for you to choose the score classification
Local Iy provided data only.
Won A drop-down list for you to choose the type of weapon
Local Iy provided data only.
Score The score achieved on the test. Locally Up to 3
provi ded data only. nuneric

characters
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| TEM DESCRI PTI ON PARAMVETERS/
FORVAT

Rifle Unit D ary

Dat e Non-editable field displaying the date that the rifle
qual i ficati on was conduct ed.

Scor e Non-editabl e field displaying the score achi eved on the
test.

d ass Non-editable field displaying the score classification

I TS Non-editabl e field displaying Individual Training Standard

1 2 3 4 codes for rifle scores.
Pistol Unit Diary

Dat e Non-editabl e field displaying the date that the pisto
qual i ficati on was conduct ed.

d ass Non-editabl e field displaying the score classification

Score Non-editabl e field displaying the score achi eved on the
test.

I TS Non-editabl e field displaying Individual Training Standard

1 2 codes for pistol scores.

4, Choose the desired tab or conmand button

HI NT: You may go to another tab wi thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.11 Acad

This tab applies to a student's academ ¢ and class standing. This tab
reflects all tests scored, including attenpts at each test, individua
parts of a nultipart test, and nultipart test scores.

After you assign any students fromthe Unassigned status (Paragraph
8.3.4), review all scores fromtests previously admnistered to the student
fromthe previous class. Note that the passing score in the previous class
could be | ower than the passing score for the current class. 1In addition
the record will reflect if the student has retaken the test nultiple tines.
If a student fails to neet or exceed the mni num passing score for the
gai ning class, you nust decide a course of action

« You can drop the student fromthis class (Paragraph 8.3.6) and
ultimately delete the student fromthe Unassigned Iist (Paragraph
8.3.5)

« You can clear the acadenic test scores (Paragraph 7.6.4) and re-
adm ni ster and score the test (Scan Tests - Academ c, Paragraph
7.6.1.1 or Manual Entry, Paragraph 7.6.2)

HINT: |If you create a nultipart test after dropping or graduating a
student, the student’s existing test scores are transferred to the
multipart test. Note that the student’s GPA could be affected if the
score for the conmponent test weighs nore or |ess than the wei ght of
the original test score.

Choose an appropriate action based on the student's history and the
i kelihood of successfully completing this course.

1. Fromthe Student Information Mintenance dial og box (Figure 8-15),
click on the Acad tab. The Acad tab is displayed (Figure 8-37).
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Name: BROWN, ANDREW M .

SSH: 056456123

Servt | Servz | Serva | serva | Servs | ader | Trein | Trein2 | Treing | wpns  Aead | Ecue | Hist |

Rank: 2ndLt

Evaluation Categories: GPA;

Standing:

2l x|

ACADEMIC a7 2222 1 HNext
MILITARY SHILLS 860000 1 Prev

Edlit
OWERALL: SE 6111 1

Exit |
TEST ID [SCORE__ [VER[TYPE MPTESTID |
0191X 96.0000 |  [Subjective Test
0321X 97.2222 A Written -

- Student
Max Retest Value: 70 Remarks Brint I o [EFoered
Figure 8-37. Acad

Gick on Edit.

This enables the fields that

may be edited.

Refer to Table 8-30 for an explanation of the data fields.

NOTE:

file.

Mich of the information in the dialog box is provided

automatically with the BNA initial Sone of the data in the

di al og box is provided by the system based on your entries in

ot her di al og boxes.
entered only locally.

the follow ng generalities apply:

Sonme of the data in the dial og box can be
Unl ess otherwi se noted in the descriptions,

o Data is created with a BNA initial
exi sting information.

downl oad and will overwite

0 BNA or MPS refresh files will overwite existing information.

o Downl oaded information (initial or

refresh) cannot

be edited.

o Manually entered information may be edited.

For specific informati on about data fields that can be overwitten

with a BNA and M PS Refresh

and M PS Interfaces.

Tabl e 8-30. Acad

refer to Table E-1 in Appendix E, BNA

[ TEM |

DESCRI PTI ON

Eval uati on Cat egori es

Academ c:

Non-editabl e field displaying the grade point average,

GPA which is conputed automatically upon exiting any function
that may inpact the calculations (e.g., scanning a test,
changi ng test weights) for the default category
"Academi c".

Academi c: Non-editable field displaying the student's cl ass

St andi ng standing in regard to the default academi c eval uation
category, which is conputed automatically upon exiting
any function that may inpact the cal cul ati ons.

Title for Non-editabl e field displaying the grade point average and

opt i onal the student's class standing for any optional categories

cat egory(ies) (e.g., leadership) established in the Evaluation
Managenent nodul e.

Overall: Non-editable field displaying the overall grade point

GPA average for every category.

Overall: Non-editable field displaying the student's overall class

St andi ng standing in conparison with other students.
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| TEM DESCRI PTI ON

Test ID Non-editable field displaying the test ID for the
correspondi ng test.

Score Non-editable field displaying the student's score for the
corresponding test. The scores for parts of a nultipart
test appear as the individual test is scored. The score
for a nultipart test appears only if all parts of the
nmul tipart test have been scored and wei ghted.

Note that if a nmultipart test is created after a student
has been dropped or graduated, this field reflects the
change in test type. The score for a nultiple part test
will be reflected regardless of the student status
(dropped, graduated, or in session).

Ver Non-editable field displaying the test version for the
correspondi ng test.

Type Non-editabl e field displaying the type of eval uation
(e.g., witten, subjective, nultipart).

MPTest | D Non-editable field identifying the nultipart test to
whi ch the correspondi ng conponent test bel ongs.

Max Ret est Non-editabl e field displaying the maxi numretest val ue or

Val ue the default m ni num passing score that anyone retaking a
test can obtain. The System Admi ni strator establishes
this value when creating a new class (Paragraph 5.2.2.1).

4. dick on Remarks. The Acad Add nenmp text box (Figure 8-38) opens.

Student Remarks i B
d
=
Spell Checker | Delete | Save | Exit wio Save |
Figure 8-38. Student Remarks
a. Enter the required infornmation to add new Acad information to
your Acad Tabl e.
b. dick on Save to return to the Acad tab
HI NT: You may go to another tab wi thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

5. Cdick on Print. The Test Inventory Report opens. This report
identifies all tests assigned to be admi nistered to the class and
this student's performance on any test taken. |[|f the student
retakes a test, only the nost recent score is given. Cick on Exit
to return to the Acad tab.

6. Choose the desired tab or conmmand button
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8.3.3.12 Educ

This tab applies to a student's fornal education

1. Fromthe Student Information M ntenance dial og box (Figure 8-15),
click on the Educ tab. The Educ tab is displayed (Figure 8-39).

student Information Maintenance. - 2=
Name: BROWWN, ANDREW M.
SSN: 056456123 Rank: 2ndlt
Serv | Servz | Servs | serva | Servs | ader | Traint | Trainz | Trains | wipns | acad Edue | Hist |
—Army Radio Code Elect. Data Proc. Lanquage
Date: ¥ Date: it Date: i
Seore, Score: Seore: ezt
- Civilian Educati prev_|
Certificate: -
Bacealaursate Degres =l i
Lewvel: Exit
ICD\Iege‘ 4 Years or Mare ~| ear Attended: |00z
Major Subject:
[Engineering, Biectrical | Completed: [¥] =
ASVAB Student
[ cL: 13 EL: 108 &7 [108 [ T GCT: 117 | on Board

Figure 8-39. Educ

Gick on Edit. This enables the fields that may be edited.

Referring to Table 8-31, enter or edit the appropriate information
in the data fields that may be edited.

NOTE: Much of the information in the dialog box is provided
automatically with the BNAinitial file. Some of the data in the
di al og box is provided by the system based on your entries in

ot her dial og boxes. Sonme of the data in the dial og box can be
entered only locally. Unless otherwi se noted in the descriptions,
the follow ng generalities apply:

0]

[0}
[0}
[0}

For

Data is created with a BNA initial downl oad and will overwite
exi sting informtion.

BNA or MPS refresh files will overwite existing information.
Downl oaded i nformation (initial or refresh) cannot be edited.
Manual Iy entered informati on may be edited.

specific informati on about data fields that can be overwitten

with a BNA and MPS Refresh, refer to Table E-1 in Appendi x E, BNA
and M PS Interfaces.

Tabl e 8-31. Educ

| TEM DESCRI PTI ON PARAMVETERS/
FORMAT
Arnmy Radi o Code
Dat e Non-edi table field displaying the date this yyyy/ nmi dd
eval uati on was perforned.
Score Non-editable field displaying the score for

this eval uati on.

El ect Data Proc

Dat e Non-edi table field displaying the date this
eval uati on was perforned.

Score Non-editable field displaying the score for
t hi s eval uati on.

Language

Dat e

Non-edi table field displaying the date this
eval uati on was perfornmed.
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| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Score Non-editable field displaying the score for this
eval uati on.
Cvilian A drop-down list for you to choose
Educati on

Certificate | A drop-down Iist depicting the highest attai ned educationa
or professional certificate or degree.

Level A drop-down list depicting the highest attained educationa
| evel or degree. This data will be overwitten with a BNA
or MPS Refresh only if this is a Marine's record.

Maj or A drop-down list depicting the student's nmjor subject of

Subj ect study and know edge.

Year The last year during which the certificate was | YYYY

At t ended obt ai ned or attenpted.

Conpl et ed Indication (yes or no) if the certificate or Y or N
degree was obtai ned.

ASVAB

CL The nmean clerical (CL) score on the Arned Up to 3
Services Vocational Aptitude Battery (ASVAB). nuneric
A BNA initial or refresh downl oad will characters
overwrite manual entries. You may edit BNA-
provi ded information.

EL The nmean electronic (EL) repair score on the Up to 3
ASVAB. A BNA initial or refresh downl oad will numeri c
overwite manual entries. You may edit BNA- characters
provi ded information.

Gr The nmean general technical (GI) score on the Up to 3
ASVAB. A BNA initial or refresh downl oad will numeri c
overwite manual entries. You may edit BNA- characters
provi ded information.

MM The mean notor nechanics (MM score on the Up to 3
ASVAB. A BNA initial or refresh downl oad will numeri c
overwite manual entries. You may edit BNA- characters
provi ded information.

CCT The nmean general classification test (GCT) on Up to 3
the ASVAB. A BNA initial or refresh downl oad numeri c
or a MPS refresh download will overwite characters
manual entries. You may edit BNA-provi ded
i nformation.

4, Choose the desired tab or conmand button

HI NT: You may go to another tab wi thout saving whether you are
viewing or editing the record. However, if you are in Edit node and
click on either Next, Prev, or Exit, you are pronpted to save changes
to the current student record. Choose the desired radio button (with
or w thout changes) and click on Continue.

8.3.3.13 Hist

This tab applies to information that is naintained for statistical

purposes. A historical record is created when a student's record i s marked
conpl eted for any reason (graduated or dropped due to did not attend,
failure, energency |eave, etc.). |If the student has not been graduated or
dropped from any classes, this tab will have no entries in any of the
fields.

HI NT: Table E-1 in Appendix E, BNA and MPS Interfaces, depicts
the data in the student file that can be overwitten with a BNA and
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M PS Refresh. Note that data on the HIST tab is NEVER al |l owed to
be edited.

1. Fromthe Student

I nformati on Mai nt enance di al og box (Figure 8-15),

click on the Hist tab. The Hist tab is displayed (Figure 8-40).

Student Information Maintenance 2|

Name: BARKER. JOHN W .
SSH: 012345644 Rank: 2ndlt

Servl | Serv2 I Serv3 | Servd | Servs | Addr | Traint | Train2 I Train3 | Wipns | Acad | Educ  Hist I

COURSE _|CLASS FY|COMPLETION DATE

MOZRMG4 2003100 03 Adminstrative Drop, Will Be Recycled 2003/09/09

Name:  BARKER, JOHN W, BOS  Marine

Student Status: Dropped Grad MOS: Rece:  Unknown Edit
Component Code: USMC Sex MALE Rank:  2ndlt Exit
Civeert Unkrievn G @i

Civlevel  Unknown Ethnic:  Unknow

Civiaior:  Unknewn Age: 25 PLT: 2 r
ASVAB CL GCT. GT: EL [ User Fislds Student
GPA; 830916 Catl: 530916 CatZ 0.0000 Cal3  0.0000

on Board

Standing. [ catl: 5 cat2 B Catz 0 {Remarks

Figure 8-40. Hist

2. Refer to Table 8-32 for an explanation of the data fields.

Tabl e 8-32. Hist

| TEM DESCRI PTI ON

Cour se Non-edi table field displaying the designhator of the
course upon which the correspondi ng cl ass was based.
This field will reflect BNA Refresh data only if the
field was enpty prior to the update.

d ass Non-editable field displaying the designhator of a class
to which the selected student was previously enrolled.
This field will reflect BNA Refresh data only if the
field was enpty prior to the update.

FY Non-editable field displaying the FY during which the
correspondi ng cl ass was held. This field will reflect
BNA Refresh data only if the field was enpty prior to the
updat e.

Conpl eti on Non-editable field displaying class conpletion status
(e.g., graduated, did not attend, failure).

Dat e Non-edi table field displaying the class conpletion date.

Nane Non-editable field displaying the student's name for the
sel ected record.

BOS Non-editable field displaying the student's branch of

servi ce.

St udent St at us

Non-editable field displaying the status of the student
(e.g., graduated, dropped).

Grad MOS Non-editable field displaying the MOS awar ded upon
graduation (if applicable) fromthe highlighted class.
Race Non-editable field displaying the student's race. This

field will reflect BNA or MPS Refresh data only if the
update applied to a Mari ne.

Conmponent Code

Non-editable field displaying the mlitary or civilian
component to which the student bel onged during the
highlighted class. This field will reflect BNA or MPS
Refresh data only if the update applied to a Marine.

Sex

Non-editable field displaying the student's gender.

Rank

Non-editable field displaying the student's rank during
the highlighted cl ass.
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| TEM DESCRI PTI ON

G vCert Non-editable field displaying a student's hi ghest
attained civilian educational or professional certificate
or degree (e.g., high school diplom, trade schoo
certificate, type of college degree).

Grade Non-editable field displaying the student's grade during
the highlighted class. This field will reflect BNA or
M PS Refresh data only if the update applied to a Marine.

Ci vLevel Non-editable field displaying a student's hi ghest
attai ned educational |evel or degree (e.g., conpleted one
year of college).

Et hni c Non-editable field displaying the student's ethnic
category. This field will reflect BNA or MPS Refresh
data only if the update applied to a Marine.

C vMaj or Non-editable field displaying the student's civilian
nmaj or .

Age Non-editable field displaying the student's age during
the highlighted cl ass.

PLT Non-editable field displaying the platoon to which the
student was assigned during the highlighted class. This
field will reflect BNA or MPS Refresh data only if the
field was enpty prior to the update.

ASVAB

CL Non-editable field displaying the nean clerical (CL)
score on the Armed Services Vocational Aptitude Battery
(ASVAB) during the highlighted cl ass.

CCT Non-editable field displaying the nean genera
classification test (GCT) on the ASVAB during the
hi ghl i ght ed cl ass.

Gr Non-editabl e field displaying the nean general technica
(GTI) score on the ASVAB during the highlighted cl ass.

EL Non-editable field displaying the nean el ectronic (EL)
repair score on the ASVAB during the highlighted class.

MM Non-editabl e field displaying the nean notor mechanics
(MM score on the ASVAB during the highlighted cl ass.

GPA Non-editable field displaying the overall and category

Cat 1 (CAT) 1, CAT 2, and CAT 3 grade point average for the

Cat 2 hi ghl i ght ed cl ass.

Cat 3

St andi ng Non-editable field displaying the student's overall class

Cat 1 standing as well as the class standing in CAT 1, CAT 2,

Cat 2 and CAT 3 for the highlighted class.

Cat 3

3. dick on the desired command button

8.3.3.13.1 User Fields

This conmmand all ows you to view any entries made to the record for locally
required information. Renenber that this dialog box will have no entries

if a historical
t he student

hi stori cal

record does not exist. A historical record exists only if
has been graduated or dropped froma previous class. Even if a
record exists, this box may contain no infornation if no entries

were made under the Serv3 tab of the previous class.

1. Fromthe Student Hi story dialog box (Figure 8-40), click on User

Fi el ds.

The Local Information dialog box (Figure 8-41) opens.

These fields reflect school-specific information established by the
System Adm nistrator for each course (Paragraph 5.3.4).
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Local Information for

Field 12

|
Field 13 _
e

Field 20

Field 10 | Save | Exit wio Save |

Figure 8-41. Local Information

2. dick on the command button on the bottomleft of the dialog box.
This button title and the contents of the neno text field
(determi ned by the System Administrator) may vary fromclass to
class. The Local Info Edit menp text box (Figure 8-42) opens.

Spell Checker, | Delete | Save | Exit w/o Save |

Figure 8-42. Local Info Edit

3. After reviewing any entries in the box, click on Exit w o Save to
return to the Local Information dialog box.

4. dick on Exit wo Save to return to the Hist tab of the Student
I nf or mati on Mai ntenance di al og box (Figure 8-22).

5. Choose the desired tab or command button
HI NT: You may go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save

changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.3.13.2 Remarks

This command allows you to view remarks to the History dial og box.

1. Fromthe Hist tab of the Student |Information Miintenance dial og box
(Figure 8-41), click on Remarks. The Remarks meno text box
(simlar to Figure 8-42) opens.

2. After reviewing any entries in the box, click on Exit w o Save to
return to the Hist tab of the Student Infornation Mintenance
di al og box (Figure 8-41).

3. Choose the desired tab or conmand button

Version 4.0 8- 65 9/ 24/ 03



MCAI M5 32 USER S NMANUAL

HINT: You nay go to another tab w thout saving whether you are
viewing or editing the record. However, if you are in Edit node
and click on either Next, Prev, or Exit, you are pronpted to save
changes to the current student record. Choose the desired radio
button (with or without changes) and click on Continue.

8.3.4 Assign Student

This option allows you to assign a student record to a class. The records
in the Unassigned list include nanually created student records and
students graduated (with student records retained) or dropped froma cl ass.
Note that the records in this list are the same records accessed by the

Del et e Student process.

After you assign any students fromthe Unassigned status, renmenber to
review all scores fromtests previously adm nistered to the student from
the previous class. To check the student's perfornmance, choose
Mai nt enance, Edit/View Student Record, Acad tab under the Student
I nformati on Mai nt enance di al og box (Paragraph 8.3.3.11). Note that the
passing score in the previous class could be | ower than the passing score
for the new class. You nust choose an appropriate course of action.

When you assign students to a class with the status of In Session, the
systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been individually
dropped or graduated.

« (Cass standings for everyone except those who have previously been
i ndi vidual 'y dropped.

1. Fromthe Miintenance drop-down menu (Figure 8-09), choose Change
Student Status. Then choose Assign Student. |If there are no
students in an unassi gned, dropped, or individually graduated and
retai ned status, a nessage appears stating that there are no such
students available for assignment. Oherw se, the Assign Student
selection list box (Figure 8-43) opens.

Assign Student 21x|

Course: MO2ZHaR4 Fy: 03 Class: 2003030

NAME [SsH B
BLASSMAN, SHIRLEY J . 552222222

BORRERO, JOHN D . 444444444 i
BO 6456456

BRANCATO, CARLOS R . 133333333
|BRAY, MICHAEL T . 321321321 -
Completion: | j|

Comp Date: I

= ™ Retain Record
Class Status; Pending Class Start
Student Status: Dropped Assign | Exit |

Figure 8-43. Assign Student
2. Refer to Table 8-33 for an explanation of each data field.
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Tabl e 8-33. Assign Student
| TEM DESCRI PTI ON

Cour se Non-editable field displaying the course associated with a
class to which the selected student was originally assigned,
if applicable. Nothing displays if this is a nmanually
created record for a student who has never been assigned to
a cl ass.

FY Non-editable field displaying the fiscal year convene date
for the class to which the selected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

d ass Non-editable field displaying the class designator from
whi ch the sel ected student was originally assigned, if
applicable. Nothing displays if the student has never been
assigned to a cl ass.

Nane Non-editabl e field displaying the nane of each student who
has never been or who no longer is assigned to a class.

SSN Non-editable field displaying the SSN of the sel ected
st udent .

Conpl eti on This field will be blank for this function

Conp Date This field will be blank for this function.

d ass Non-editable field displaying the status of the class to

St at us whi ch the sel ected student was originally assigned, if
applicable (i.e., Pending Class Start, Cass in Session).
Not hi ng di splays if the student has never been assigned to a
cl ass.

St udent Non-editable field displaying the status of the selected

St at us student (i.e., dropped, individually graduated). Nothing
displays if the student has never been assigned to a cl ass.

Ret ai n This field in inapplicable

Record

3. Using the multiple select feature,
and click on Assign

sel ect the desired student(s)

The Student | nformati on Mai ntenance dial og

box (Figure 8-44) opens for you to select the desired
course/ FY/ cl ass.

|Student Information Maintenance. ==

COURSE Y CLASS =

MOZHAR4 o3 2003030

MOZHAR4 o3 2003040

MOZHARA LLK] 2003050

MOZHARA LLK] 2003060 1

MOZHARA o3 2003999

MaozZ2H4A R4 04 2004010

MOZ2HA R4 04 2004020

MOZH4 R4 o4 2004030

MOZH4R4 o4 2004040

MOZRGU4 oo 2000050

MOZRGU4 o1 2001010 -
select | Exit |

Figure 8-44. Student Information Mintenance

4. Refer to Table 8-34 for an explanation of each field.

Tabl e 8-34. Student |Information M ntenance
| TEM DESCRI PTI ON
Cour se Non-editable field displaying the course associated with the

correspondi ng class to which you may assign the sel ected
st udent .

FY

Non-editable field displaying the fiscal year convene date
for the corresponding class to which you nmay assign the
sel ected student.
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| TEM

DESCRI PTI ON

d ass

Non-editable field displaying the class designator to which
you nmay assign the sel ected student.

5. Cdick on the desired class and click on Select. The system
response depends on the student status.

a.

Version 4.0

If you attenpt to assign a student record to a class where the
record does not already exist, the system adds the student
record to the class. You receive a nessage so advising you and
recommendi ng that you review the record to ensure that the
student, testing, and PFT information is current and pertinent
tothis class. dick on OKto return to the Assign Student
selection |ist box. Assi gni ng an unassi gned student invokes a
recal cul ati on of the GPA-d ass Standing.

If you attenpt to assign a manually created student record to a
cl ass where the student record al ready exists, you receive a
nmessage so advising you. The nmessage warns you that if you
continue, the existing record (with its student infornmation,
test results, or PFT scores) will be overwitten. Note that
the existing informati on may be inconplete, outdated, or
irrelevant to the current class.

(1) If you click on Continue, the systemoverwites the
existing record. You receive a nmessage so advising you
and recommendi ng that you review the record to ensure that
the student, testing, and PFT information is current and
pertinent to this class. Click on OKto return to the
Assi gn Student selection Iist box. Assi gni ng an
unassi gned student invokes a recal culation of the GPA-

Cl ass Standi ng.

(2) If you click on Quit, the systemretains the existing
record and returns you to the Assign Student sel ection
list box.

If you attenpt to assign a record with a student status of
dropped or graduated back to the sane class from which the
student was dropped or graduated, you receive a nessage

advi sing you that the record already exists. The nessage
advi ses you to reactivate the existing student record by
choosi ng the Reverse Student Status option. dick on Quit to
return to the Assign Student selection Iist box.

If you attenpt to assign a record with a student status of
dropped fromone Crs/FY/Cass to a different Cs/FY/dass, the
nmessage warns you that if you continue, the existing record
(with its student infornmation, test results, or PFT scores)

will be overwitten. Note that the existing infornmation may be
i nconpl ete, outdated, or irrelevant to the current class.

(1) If you click on Continue, the systemoverwites the
existing record. You receive a nessage so advising you
and recommendi ng that you review the record to ensure that
the student, testing, and PFT information is current and
pertinent to this class. Click on OKto return to the
Assign Student selection Iist box. Assigning an
unassi gned student invokes a recal cul ation of the GPA-

Cl ass Standi ng.

(2) If you click on Quit, the systemretains the existing
record and returns you to the Assign Student sel ection
list box.
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8.3.5 Delete Student

This option allows you to delete a student record fromthe Unassigned |i st
of students. These records are the sane records accessed by the Assign
Student process. The records nmay include nmanually created student records
and records for students graduated (wth student records retained) or
dropped froma class. Note that no student records are deleted directly
froma class. A student assigned to a class nust be dropped fromit
(Paragraph 5.3.6) before the record can be del et ed.

1. Fromthe Miintenance drop-down menu (Figure 8-09), choose Change
Student Status. Then choose Delete Student. |If there are no
students in an unassi gned, dropped, or individually graduated and
retai ned status, a nessage appears stating that there are no such
students available for deletion. Oherw se, the Delete Student
selection list box (Figure 8-45) opens.

Delete Student E 21x|

Course: MO2ZHaR4 Fy: 03 Class: 2003030

NAME [SsH B
BLASSMAN, SHIRLEY J . 552222222 B
BORRERO, JOHN D . 444444444

BO 6456456

BRANCATO, CARLOS R . 133333333
|BRAY, MICHAEL T . 321321321 -
Completion: | j|

Comp Date: I

= ™ Retain Record
Class Status; Pending Class Start
Student Status: Dropped Delete | Exit |

Figure 8-45. Delete Student

2. Refer to Table 8-35 for an explanation of each data field.

Tabl e 8-35. Del ete Student

| TEM DESCRI PTI ON

Cour se Non-editable field displaying the course associated with
a class to which the selected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

FY Non-editable field displaying the fiscal year convene
date for the class to which the sel ected student was
originally assigned, if applicable. Nothing displays if
t he student has never been assigned to a cl ass.

d ass Non-editable field displaying the class designator from
whi ch the sel ected student was originally assigned, if
applicable. Nothing displays if the student has never
been assigned to a cl ass.

Nane Non-editabl e field displaying the name of each student
who has never been or who no longer is assigned to a
cl ass.

SSN Non-editable field displaying the SSN of the sel ected
st udent .

Conpl eti on This field will be blank for this function

Conp Dat e This field will be blank for this function
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| TEM DESCRI PTI ON

Class Status Non-editabl e field displaying the current status of the
class to which the selected student was originally
assigned, if applicable (i.e., Gaduated, Cass in
Session). Nothing displays if the student has never been
assigned to a cl ass.

Student Status | Non-editable field displaying the status of the selected
student (i.e., dropped, individually graduated). Nothing
di splays if the student has never been assigned to a

cl ass.

Retain Record |This field in inapplicable.

3. Using the multiple select feature, select the desired student(s)
and click on Delete. A nessage appears to explain the inpact of
this action and to confirmyour intent to continue.

4. dick on Yes to continue.

a. |If the records of the selected students do not indicate the
students are physically present, the records, including al
tests and PFT information, will be deleted. The systemreturns
you to the Delete Student selection |list box. Note that the
sel ected student records have been del et ed.

b. If any of the records of the selected students indicate the
students are physically present, a nessage appears with a |ist
of those students and instructions to edit each student record
individually to renbve the On Board indicator. Refer to
Par agraph 8. 3. 3. 1.

(1) dick on Continue. A report with a list of on-board
student (s) appears.

(2) dick on Print or Exit to return to the Del ete Student
selection list box. Note that the only student records
del eted are those without the On Board indication

8.3.6 Drop Student

This option allows you to renove a student record froma class. The
student record is retained in an Unassigned list that is accessed by both
the Assign Student and Del ete Student processes (Paragraphs 8.3.4 and
8.3.5). This option provides sone protection fromprenature del etion of
the record and flexibility to assign the student to another class at a
better time. Note that any tests the student has taken will be retained.
If the student is assigned to another class, the record will contain the
test data.

When you drop selected students froma class that is in session, the
systeminitiates a class standings cal culation for everyone except those
who have previously been individually dropped. The calculation is not run
if the class is pending.

1. Fromthe Mintenance drop-down nmenu (Figure 8-09), choose Change

Student Status. Then choose Drop Student. The Change St udent
Status - Drop selection list box (Figure 8-46) opens.
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Change Student Status - Drop 21|
—Select Crsf{Fr{Class

Sort Students By

* CrsiFyiClass * Name
" 5SN
MO2H4R4 1 03 / 2003030 j

" Locate Student Continue | Exit |

Figure 8-46. Change Student Status - Drop

2. Refer to Table 8-36 for an explanation of each field.

Tabl e 8-36. Change Student Status - Drop

| TEM

DESCRI PTI ON

Crs/ FY/ d ass

This option displays records for all students previously
or currently assigned to the selected Crs/FY/ d ass,
regardl ess of current student status. The set of records
that opens will be presented in the order that you chose
(nanme or SSN).

Unassi gned

Drop-down list of classes with a status of Pending d ass
Start or In Session and with students assigned who can be
dr opped.

Nane This option presents a list of students sorted by | ast
nane.

SSN This option presents a list of students sorted by SSN.

Pl at oon This option presents a list of students sorted by
pl at oon.

Untitled Drop-down |ist of students from which you nay choose the

appropriate class if you selected the Crs/FY/ O ass radio
button. There is only one choice in the drop-down |i st
if you selected the Unassigned radi o button.

Locat e St udent

This option | ocates any student with the status of
Unassi gned, Pending Cass Start, or In Session. This
sel ection opens a dialog box that all ows you to search
for a student either by |ast name, platoon, or SSN.

3. dick on the appropriate radi o button.
o |If you select Crs/FY/Class, refer to Step 4.

o |If you select Locate Student, refer to Step 5.

4. If you select Crs/FY/Class, click on the radio button beside the
desired nethod of sorting. Then choose the desired class in the
drop-down list below. Then click on Continue.

a. \Whether you chose to sort students by nane or by SSN, the Drop
Student selection |ist box (Figure 8-47) opens for you to
sel ect the desired student(s).
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Drop Student 21x|

Course: MOZH4R4 Fy: 03 Class: 2003999

NAME [SSH B
HADLEY, BENJAMIN S . [H17171717

HENRY, MARTINR . 555555555

0 0 DHN P
JOHNSTON, MICHAEL J . 999999999
|JONES, JOSHUA 444444444 -
Comp Date: |2I]I]3II]5I23
. ™ Retain Record
Class Status; Class In Session
Student Status: Class In Session Drop | Exit |

Figure 8-47. Drop Student

b. Refer to Table 8-37 for an explanation of the data fields.

Table 8-37. Drop Student

| TEM

DESCRI PTI ON

Cour se

Non-editable field displaying the course associated with a
class to which the selected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

FY

Non-editable field displaying the fiscal year convene date
for the class to which the selected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

C ass

Non-editable field displaying the class designator from
whi ch the sel ected student was originally assigned, if
applicable. Nothing displays if the student has never
been assigned to a cl ass.

Narme

Non-edi table field displaying the name of each student who
has never been or who no |longer is assigned to a class.

SSN

Non-editable field displaying the SSN of the sel ected
st udent .

Conpl eti on

Cor r espondi ng
BNA Codes:

TDCOTVZZIAMXNOTMNIATrWOP>s<

A drop-down list to indicate the type of drop fromthe
sel ected class and the recycl able status of the student
for the followi ng types of drop

Academi ¢ Conpl etion, Practical Application Denial, WII Be Recycled
Academi c Conpl etion, Practical Application Denial, WII Not Be Recycled
Academic Drop, WIIl Be Recycled

Academic Drop, WIIl Not Be Recycled
Administrative Drop, WIIl Be Recycled
Administrative Drop, WIIl Not Be Recycled,

Al Oher Drops, WII Be Recycled

Al Cher Drops, WIIl Not Be Recycled

Did Not Attend

Di scipline Drop, WII Be Recycled

Di scipline Drop, WII Not Be Recycled

Drop On Request

Dr op- Tr ansf er

Energency Leave, WI| Be Recycled

Emer gency Leave, WII Not Be Recycl ed

Medi cal Drop, WII Be Recycled

Medi cal Drop, WII Not Be Recycled
Prerequisite Drop, WI| Be Recycled
Prerequisite Drop, WIl Not Be Recycled

Unaut hori zed Leave Drop, WII Be Recycled
Unaut hori zed Leave Drop, WIIl Not Be Recycled
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| TEM

DESCRI PTI ON

Not e that students dropped for the follow ng reasons are
included in the category of Begi nning Popul ati on and
Nunber Attrited: acadenmic, admnistrative, discipline,
drop on request, energency |eave, nedical, prerequisites,
practical application denial, unauthorized | eave, or al
other drops. Such students will also be counted on the
Student Attritions report.

Dr opped students who did not attend or who were
transferred to another class will not be counted in the
Begi nni ng Popul ati on and Nunber Attrited categories and
thus will not affect class statistics.

For students transferred to another class, any test scores
fromthe original class are retained and transferred to
the gaining class if the sane test IDs and test type exi st
there. Transferred test scores do not inpact the class or
performance statistics (e.g., beginning popul ation,
attrition nunbers) of the original class.

The two Acadenic Conpletion, Practical Application Denied,
codes (WIIl Be Recycled — V and WIIl Not Be Recycled — W
will be treated as Graduate (G throughout MCAI M5. That
is, they will be omtted as attritions on the C ass
Statistics and Attritions Report. The codes will be

i ncluded as Graduates on the Class Statistics and the

Hi story records, the Reverse Status dial og box, and the
Unassi gned di al og box.

Conp Dat e

Defaults to the current (conpletion) date. Can be edited.

Cl ass Status

Non-editable field displaying the status of the class to
which the sel ected student was originally assigned, if
applicable (i.e., deleted, graduated, in session).

Not hi ng di splays if the student has never been assigned to
a cl ass.

St udent
St at us

Non-editable field displaying the status of the selected
student (i.e., dropped, individually graduated). Nothing
displays if the student has never been assigned to a

cl ass.

Retain Record

This field applies to conpletions of Drop on Request, D d
Not Attend, and all instances of WIIl Not Recycle

c. Using the multiple select feature, select the desired
student (s).

d. dick on Drop. The systemdrops the student record(s) and
returns you to the Drop Student selection |ist box. Dr oppi ng
a student invokes a recal culation of the GPA-C ass Standing.

5. If you select Locate Student, the systemdi sables all other
sel ecti ons.

a. The Enter Known Student Information dialog box (Figure 8-48)
opens.
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— Enter Known Student Information

Last Name: ||

First Name: I MI: I_
Platoon: I
SSN:

Search I Quit |

Fi gure 8-48. Enter Known Student Infornation

b. Referring to Table 8-38, conplete information in each field.

Tabl e 8- 38. Ent er Known Student |nformation

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Last Nane The student's l[ast name or a portion thereof. Up to 20

al phanuneri c
characters

First Nane | The student's first nane, if known. Up to 10
al phanuneri c
characters

M The student's nmiddle initial, if known, and a Up to 2
peri od. al phanuneri c
characters
Pl at oon The student's platoon, if known. Up to 14

al phanuneri c
characters

SSN The student's SSN or a portion thereof, if 9 nuneric
known. characters

c. Cick on Search. The Student Record Edit/View dial og box
(Figure 8-49) opens with a list of names matching the criteria.

Student Record Edit/Yiew E 2lx
NAME [SSH B
OWENSBURG, SHAWN C . 666666666
PERTERSONS, GREG A . 141414141
p R A
SMITH, DAMON E . 333333333
SMITH, JOSEPHE . 212121212 Ll
SMITHBURG, CHARLES D . 515151515
TUCKER, JERRY W . 131313131

Course: MO2H4R4 Rank: Put

F: 03 Service: Marine

Class: 2003999 Platoon: 3056

Class Status: Class In Session Student Status: Class In Session
Seloct | Ext | History |

Figure 8-49. Student Record Edit/View
d. Record the desired information

8.3.7 G aduate Student

This option allows you to graduate students individually froma class.

This function provides sonme protection frompremature deletion of the
record and flexibility in manipulating the student record. |If you wish to
restore the record to its original class, regardl ess of whether you choose
retain student record, you may do so by choosing the Reverse Student Status
process (Paragraph 8.3.8). |If you wish to retain individual student
records in the Unassigned list that is accessed by the Assign Student and
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Del ete Student functions (Paragraphs 8.3.4 and 8.3.5), you nust choose
retain student record. This choice allows you to nmake the student status
determ nation at a later tine.

HI NT: Be sure that you check the Non-Conpl etion/Failure report
before graduating students, either individually or as an entire
class. There is no automatic systemin place to check student test
scores before graduati on because student graduation eligibility is
an individual school house policy decision.

1. Fromthe Maintenance drop-down nenu (Figure 8-09), choose Change
Student Status. Then choose Graduate Student. The Change Student
Status - Graduate dialog box (Figure 8-50) opens.

Change Student Status - Graduate 21|
—Select Crsf{Fr{Class

Sort Students By

* CrsiFyiClass * Name
" 5SN
MO2RMG4 /03 / 2003002 j
" Locate Student Continue | Exit |

Fi gure 8-50. Change Student Status - G aduate
2. Refer to Table 8-39 for an explanation of each field.

Tabl e 8-39. Change Student Status - G aduate

| TEM DESCRI PTI ON

Crs/ FY/ O ass This option displays records for all students previously
or currently assigned to the selected Crs/FY/ d ass,
regardl ess of current student status. The set of records
that opens will be presented in the order that you chose
(name, SSN, or platoon).

Nane This option presents a list of students sorted by | ast
nane.

SSN This option presents a list of students sorted by SSN.

Untitled Drop-down list of classes with a status of Cass In

Session and with students avail able to be graduated.
Choose the appropriate cl ass.

Locate Student | This option | ocates any student with the status of
Unassi gned, Pending Cass Start, or In Session. This
sel ection opens a dialog box that all ows you to search
for a student either by |ast name, platoon, or SSN.

3. dick on the appropriate radi o button.
o |If you select Crs/FY/Class, refer to Step 4.

o |f you select Locate Student, refer to Step 5.

4. If you select Crs/FY/dass, click on the radio button beside the
desired nethod of sorting. Then choose the desired class in the
drop-down list below. Then click on Continue.

a. \Whether you chose to sort students by nane or by SSN, the
Graduate Student selection |list box (Figure 8-51) opens for you
to select the desired student(s).
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Course: MO2HaR4 Fy: 03 Class: 2003999

NAME [SsN [«
SMITH, JOSEPHE . 212121212

SMITHBURG, CHARLES D . 515151515

WILLIAMS, PAUL J . 1111111 [ 1
|WILSONBURG, GARY L . |saaa88888 -
Completion: | j|

Comp Date: |2I]I]3II]5I2?

Class Status: Class In Session I” Retain Record

Student Status: Class In Session Grad | Exit |

Figure 8-51. G aduate Student

Refer to Table 8-40 for an explanation of the data fields.

Tabl e 8-40. G aduate Student

| TEM

DESCRI PTI ON

Cour se

Non-editable field displaying the course associated with a
class to which the selected student was originally assigned,
if applicable. Nothing displays if the student has never
been assigned to a cl ass.

FY

Non-editable field displaying the fiscal year convene date
for the class to which the selected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

C ass

Non-editable field displaying the class designator from

whi ch the sel ected student was originally assigned, if
applicable. Nothing displays if the student has never been
assigned to a cl ass.

Nane

Non-editable field displaying the name of each student who
has never been or who no longer is assigned to a cl ass.

SSN

Non-editable field displaying the SSN of the sel ected
st udent .

Conpl eti on

This field will be blank for this function

Conmp Dat e

The current date for conpletion (graduation) date.

C ass
St at us

Non-editable field displaying the status of the class to
whi ch the sel ected student was originally assigned (i.e.
Class in Session).

St udent
St at us

Non-editable field displaying the status of the selected
student (i.e., Cass in Session).

Ret ai n
Record

A check in this box indicates you wish to retain the
record(s) of the highlighted student(s) in the Unassigned
list so that you can re-assign the student(s) to another
class after graduation fromthe current class. |If you
choose this field, be sure that you include only those
student records you wish to retain; individually graduate
ot her students separately.

Version 4.0

Using the nultiple select feature, select the desired
st udent (s).

Click on G aduate Student.

HI NT:

The system perforns a nunber of checks described bel ow

however, you should ensure the student has successfully
conpleted all the required tests assigned to the class.

(1)

If the class record indicates a graduation date prior to
the current system date, a nessage advi ses you t hat

i ndi vi dual students can be graduated on or before the

cl ass graduation date. |If you want to change the cl ass
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graduation date, you nust do so on the class record.
Cick on OKto return to the Graduate Student sel ection
list box.

(2) If you selected Retain Record, a nessage appears advising
you that all the student records you have chosen to
graduate will be retained. Cick on No if you wish to de-
sel ect sone of the student records. Cdick on Yes if you

do wi sh to continue

(3) If a graduation MOS has been assigned to this course, a
di al og box opens with a message and a drop-down |ist of
MOSs. Decide if you wish to assign different MOSs to
different students. |If so, click on Quit. O herw se,
choose the desired MOS or the default None and click on
Continue. The system graduates the student record(s) and
returns you to the Graduate Student selection |ist box.
Note that the graduated student record no | onger appears
in the list.

(4) If no graduation MOS has been assigned to this course,
di al og box appears to so advise you. The nessage al so
advi ses you how to edit the records. If you wish to
continue without the records reflecting a graduati on MOS
click on Yes. The system graduates the student record(s)
and returns you to the Graduate Student selection |ist
box. Note that the graduated student record no | onger

appears in the list.

a

4. If you select Locate Student, the drop-down list to the right of
FY/ Cl ass automatically selects Locate Student. It is irrelevant if
you sort students by nanme or by SSN
a. Cick on Continue. The Enter Known Student Information dialog

box (Figure 8-52) opens.
Student Locate x|
— Enter Known Student Information
Last Name: ||
First Name: I MI: I_
Platoon: I
SSN:
Search I Quit |
Figure 8-52. Enter Known Student Infornation
b. Referring to Table 8-41, conplete the required information.
Tabl e 8-41. Enter Known Student |Information
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Last Nane The student's last name or a portion thereof. Up to 20
al phanuneri c
characters
First Nane | The student's first nane, if known. Up to 10
al phanuneri c
characters
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
M The student's nmddle initial, if known, and a Up to 2
peri od. al phanuneri c
characters
Pl at oon The student's platoon, if known. Up to 14

al phanuneri c
characters

SSN The student's SSN or a portion thereof, if 9 nuneric
known. characters

c. Aick on Search. The Student Record Edit/View dial og box
(Figure 8-53) opens with a list of names matching the criteria.

Student Record Edit,/View o 2=l
NAME [SSH [«
OWENSBURG, SHAWN C. |ﬁﬁﬁﬁﬁﬁﬁﬁﬁ
PERTERSONS, GREG A . 141414141
P n A
SMITH, DAMONE . 333333333
SMITH, JOSEPHE . 212121212 J
SMITHBURG, CHARLES D . 515151515
TUCKER, JERRY W . 1NN .

Course: MO2H4R4 Rank: Pwt

B 03 Service: Marine

Class: 2003999 Platoon: 3056

Class Status: Class In Session Student Status: Class In Session
Select | Exit | History |

Figure 8-53. Student Record Edit/View
d. Record the desired infornmation.

8.3.8 Reverse Student Status

This conmand all ows you to reverse the status of a student who has been
dropped or individually graduated (regardless of whether retain record was
sel ected under the Graduate Student dial og box).

When you reverse a student’s status, the systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been individually
dropped or graduated if the class is In Session and no one if the
class i s Pending.

« (Cass standings for everyone except those who have previously been
i ndividually dropped if the class is In Session and no one if the
class i s Pending.

HI NT: Be sure that you carefully check a student’s test data if you return
a dropped or graduated student to a class in session. Verify that any

exi sting scores apply to tests that are still assigned to the class. If a
test has been unassigned fromthe class, you nust clear the scores for that
test so that the student’s GPA is correct.

1. Fromthe Miintenance drop-down rmenu (Figure 8-09), choose Change
Student Status. Then choose Reverse Student Status. |If there are
no students in a dropped or individually graduated status, a
nmessage appears stating that there are no such students avail abl e
to reverse status. Oherw se, the Change Student Status - Reverse
Status dial og box (Figure 8-54) opens.
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Change Student Status - Reverse Status 21|
—Select Crsf{Fr{Class
Sort Students By
* CrsiFriclass * Name
" 88N
MOD2RMG4 /03 f 2003003 5
" Locate Student Continue | Exit |

Change Student Status - Reverse Status

2. Refer to Table 8-42 for an explanation of each field.

Tabl e 8-42.

Change Student Status - Reverse Status

| TEM

DESCRI PTI ON

Crs/ FY/ O ass

This option displays records for all students previously
or currently assigned to the selected Crs/FY/ d ass,

regardl ess of current student status. The set of records
that opens will be presented in the order that you chose
(name, SSN, or platoon).

Nane This option presents a list of students sorted by | ast
nane.

SSN This option presents a list of students sorted by SSN.

Untitled

Drop-down list of classes with a status of Pending d ass
Start or In Session and that have dropped or individually
graduat ed/ retained student records. Choose the
appropriate class.

Locat e St udent

This option | ocates any student with the status of
Unassi gned, Pending Cass Start, or In Session. This
sel ection opens a dialog box that all ows you to search
for a student either by |ast name, platoon, or SSN.

3. dick on the appropriate radi o button.

o |If you select Crs/FY/Class, refer to Step 4.

o |f you select Locate Student,

4. If you select Crs/FY/d ass,
desired nethod of sorting.
drop-down |ist bel ow

refer to Step 5.

click on the radio button beside the
Then choose the desired class in the

Then click on Continue.

a. \Whether you chose to sort students by nane or
Reverse Student Status selection |ist

by SSN, the
box (Figure 8-55) opens

for you to select the desired student(s).

Reverse Student Status

Course: MOZH4R4 FY:

03 Class: 2003999

NAME

[SSN B

ADAMSON, ANTHONY D .

FORD, MICHEAL D .
JONES, JOSHUA

151515151
616161616
444444444

SMITH, JOSEPHE .

212121212

WILLIAMS, PAUL J .

11111111 5

Completion: | j|
Comp Date: I
. ™ Retain Record
Class Status; Class In Session
Student Status: Dropped Reverse | Exit |
Figure 8-55. Reverse Student Status
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b. Refer to Table 8-43 for an explanation of data fields.

Tabl e 8-43. Reverse Student Status

| TEM

DESCRI PTI ON

Cour se

Non-editabl e field displaying the course associated with a
class to which the selected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

FY

Non-editable field displaying the fiscal year convene date
for the class to which the sel ected student was originally
assigned, if applicable. Nothing displays if the student
has never been assigned to a cl ass.

d ass

Non-editabl e field displaying the class designator from
whi ch the sel ected student was originally assigned, if
applicable. Nothing displays if the student has never
been assigned to a cl ass.

Nane

Non-editabl e field displaying the name of each student who
has never been or who no longer is assigned to a class.

SSN

Non-editabl e field displaying the SSN of the sel ected
st udent .

Conpl eti on

This field will be blank for this function

Conp Dat e

Non-editabl e field displaying the current (conpletion)
dat e.

Cl ass Status

Non-editable field displaying the status of the class to
whi ch the sel ected student was originally assigned, if
applicable (i.e., deleted, graduated, in session).

Not hi ng di splays if the student has never been assigned to
a cl ass.

St udent
St at us

Non-editable field displaying the status of the selected
student (i.e., dropped, graduated). Nothing displays if
t he student has never been assigned to a cl ass.

Retai n Record

This field in inapplicable under the Reverse Student
Status option. It is enabled under the G aduate Student
option.

c. Using the multiple select feature, select the desired student
record(s).

d. dick on Reverse. The systemreverses the student record(s)
and returns you to the Reverse Student Status selection |ist

box.

Note that the student record(s) selected no | onger

appears in this list. Reversing a student's status invokes a
recal cul ati on of the GPA-d ass Standing.

5. If you select Locate Student, the system disables all other
sel ecti ons.

a. Aick on Continue. The Enter Known Student |nfornation dialog
box (Figure 8-56) opens.

Version 4.0

__________________________________K

—Enter Known Student Information

Last Name: I|

First Name: I MI: I_
Platoon: I
SSN:

Search I Quit |

Fi gure 8-56. Enter Known Student |nfornmation
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b. Referring to Table 8-44, conplete the required information.

Tabl e 8-44. Enter Known Student [|nfornmation

| TEM DESCRI PTI ON PARAMVETERS/
FORNMAT
Last Nane The student's l[ast name or a portion thereof. Up to 20

al phanuneric
characters

First Nane The student's first name, if known. Up to 10
al phanuneric
characters

M The student's nmddle initial, if knowmn, and a |[Up to 2
peri od. al phanuneri c
characters
Pl at oon The student's platoon, if known. Up to 14

al phanuneri c
characters

SSN The student's SSN or a portion thereof, if 9 nuneric
known. characters

c. Cick on Search. The Student Record Edit/View dial og box
(Figure 8-57) opens with a list of names matching the criteria.

Student Record Edit /View 2%
NAME [SSH [«
OWENSBURG, SHAWN C. |ﬁEEﬁEEﬁEE
PERTERSONS, GREG A . 141414141
DETER A
SMITH, DAMON E . 333333333
SMITH, JOSEPHE. 212121212 L
SMITHBURG, CHARLES D . 915151515
TUCKER, JERRY W . 131313131

Course: MO2H4R4 Rank: Put

F: 03 Service: Marine

Class: 2003999 Platoon: 3056

Class Status: Class In Session Student Status: Class In Session
Select | Exit | History |

Figure 8-57. Student Record Edit/View
d. Record the desired infornmation.

8.3.9 Goup Process - Edit

This option allows you to access nost fields in the student records in a
class or in the Unassigned list to update the records. Fields with
information that is calculated by the systemor that are not normally
available for editing fromwi thin the student records are not avail able
under this process. |If the group edit is for a list of unassigned
students, the fields exclude the ten user fields that are specific to a
selected class. For exanple, using the group edit process, you can quickly
update all the local rifle scores for each student in a selected class.
This option applies to classes with the status of Pending CUass Start if
students have been registered, Cass in Session, and to student records in
t he Unassigned i st.

1. Fromthe Miintenance drop-down menu (Figure 8-09), choose G oup
Process. Then choose Edit. The Select Information dialog box
(Figure 8-58) opens.
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Select Information : i B
~Select for Order by el |
e =
* FYIClass ; Name LAST NAME =
¢ Unassigned 2 FIRST NAME
" Platoon M
RANK
[FfClass T ———
[M02H4R41312003030 =] | |fpLT
GENDER
ORDERS DATE
ORDERS TYPE
MARITAL STATUS
ESTIMATED DATE OF DEPARTURE
ESTIMATED DATE OF ARRIVAL
FUTURE MCC
NUMBER OF DEPENDENTS
Continue | Exit | |SECURITY LECTURE HELD -
Figure 8-58. Select Infornation

nmake
using the nultiple select feature.

Tabl e 8-45. Select Information
| TEM DESCRI PTI ON
Sel ect for
FY/ C ass When this radio button is selected, the FY/C ass drop-down

selection list of classes below is enabl ed.

Unassi gned

When this radio button is selected, Unassigned is the only
choi ce enabled in the FY/C ass selection |ist bel ow

O der by

Nane When selected, the Iist of students is sorted by |ast nane.

SSN When selected, the Iist of students is sorted by SSN

Pl at oon When selected, the Iist of students is sorted by platoon

FY/ C ass A drop-down list for you to choose the desired class. Wen
t he Unassi gned radi o button above is selected, the |ist of
Unassi gned students is autonmatically selected here.

Field Alist of 100 data items for each student record in a class

(90 data itens for each record in the Unassigned list).
Doubl e-click each field you wish to edit or use the right
nmouse button to select all fields.

3. dick on Continue.
opens for you to edit the selected fields.
pl at oon of each student
on the left,
data will

The Group Edit selection |list box (Figure 8-59)
The nane, SSN, and

in the class (or Unassigned |list) appears
sorted in the manner you selected. Then the selected
appear, fromleft to right, in the order, that you

selected it.

N |
PLT |[NAME ! IASVAB CL [ASVAB GT |[ASVAB EL |ASVAB MM |GCT !
2046 |ODOM, DARYLE 000 [i]
2046 |SHOOK, JR J 120 131 128 130 131
2046 | WVAUGHAN, WILL 125 133 133 126 133
3032 | ANTOMIOS, DAN 104 099 094 089 099
3032 |ATCHISON, GAB oo LIt 000 000 121
3032 |BEESON, RODNE | (099 096 099 100 096
3032 |BELL I, ARTHUR 104 105 102 098 105
3032 [BOWEN, CORY B 114 116 119 117 116
3032 |BRADY, CLEON [ 090 098 09z 093 098
3032 |BRITES, HELSOR | (000 LUI]1) 000 000 111
3032 |BURLEY, MICHAE 108 120 113 124 120

094 104 m 114 104

104 100 101 107 100

4 13

Figure 8-59. Goup Edit
4, Edit the data fields.
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a. Use the arrow keys to navigate through the fields.

b. Double-click on a field to select it.

c. Referring to Table 8-46,

(1)
(2)

HI NT:

i nformation provided by a BNA downl oad or
Refresh, you will
be nodifi ed.
i nformati on no natter

edit the desired fields.

You may use the right nobuse button to copy infornation you
wi sh to appear el sewhere.

You may use the right nbuse button to paste information
you have copi ed from another field.

In sone of the fields you attenpt to edit that contain
updated by a BNA/ M PS
recei ve a nessage that the infornmation cannot
Cick on OK. For nost fields, you nay edit the
how provi ded.

d. Press the [Enter] key to save the data in each field or the
[Esc] key to exit a field w thout saving.

Table 8-46. Goup Edit
| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Last Nane The student's [ast nane. Up to 20
al phanuneri c
characters

First Nane The student's first nane. You nay edit Up to 10
this field for only a nanually created al phanuneri c
record. characters

M The student's nmddle initial and a peri od. Up to 2
You may edit this field for only a nanually |al phanuneric
created record. characters

Rank A drop-down list for you to choose the nenber's rank
Choices you nake in this field are reflected in the G ade
field. Note that the rank of a Marine assigned to the
O ficers Candi date School at Quantico can be changed to
TCAND and will not be overwritten with a BNA or MPS
downl oad.

Grade A drop-down list for you to choose the nmenber's grade
Choices you nake in this field are reflected in the Rank
field.

PLT The student's platoon desi gnator. Up to 4

al phanuneri c
characters

Gender Drop-down list for you to choose Male, Fenmle, or
Unknown.

Orders Date Date the orders are issued. yyyy/ mi dd

Orders Type The type of orders issued. Up to 10

al phanuneri c
characters

Marital Status | A drop-down list for you to designate the student's
marital status.

Estimated Date | The estimated date of departure. You nay yyyy/ mi dd

of Departure edit this field for only a manually created
record

Estimated Date | The estimated date of arrival. You nmay yyyy/ mi dd

of Arrival edit this field for only a manually created
record

Version 4.0
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Future MCC The nonitored comand code indicating the 3
installation to which the student will be al phanuneri c
assigned. You nmay edit this field for only |characters
a manual ly created record
Nurber of The nunber of dependents that the student Up to 2
Dependent s has. You nay edit this field for only a al phanuneri c
manual |y created record. characters
Security Code for the type of security lecture |ast 1
Lecture Held attended: U, C, S, T, X al phanuneri c
char act er
Security The year the security lecture was | ast yyyy
Lecture Year at t ended.
Date of Birth | The student's date of birth. yyyy/ mi dd
Dat e of Rank The student's date of rank. yyyy/ mi dd
Dat e Detached | The date the student was detached to yyyy/ mi dd
Last Comand hi s/ her | ast command.
Duty Separate entries for the student's top 3
Pref erence three duty preferences. al phanuneri c
1,2,3 characters
each
Race A drop-down list for you to choose the appropriate
cl assification.
Et hni c A drop-down list for you to choose the appropriate ethnic
gr oup.
Duty Status A drop-down list for you to choose the appropriate duty
st at us.
Driver A drop-down list for you to choose the appropriate code
| mpr overent i ndi cating the status of driver inprovenent training.
Gover nirent A drop-down list under each permt nunber for you to
Permit choose the appropriate types of governnent pernits the
1,2,3,4,5 student holds. Separate lists for up to five entries.
Gover nirent The date the correspondi ng gover nnment yyyynmm
Permt Exp operator pernit expires. Separate lists Nureri c
Date 1,2,3,4,5 |for up to five entries. characters
Cvilian The type of civilian driver's permt the Up to 10
Permit student hol ds. al phanuneri c
1,2,3,4,5 characters
Cvilian The state in which a civilian driver's Up to 20

Pernit State permt is held. al phanuneri c
characters
PRO The student's proficiency rating, fromlow 1.0to 5.0
(1.0) to high (5.0).
CON The student's conduct rating, fromlow 1.0to 5.0
(1.0) to high (5.0).
I nt ended MOS The MOS intended to be assigned upon 4 nuneric
graduati on. characters
Graduation MOS | The MOS actual ly assigned upon graduation. 4 nunmeric
characters
MOS Preference | The student's three MOS preferences. 4 nuneric
1,2,3 characters
Recomended The MOS recomrended by the school . 4 nunmeric
MOS characters
Primary MOS The student's currently held MOS. You may 4 nuneric
edit this field for only a manually created |characters
record
Facility ID The facility identifier (e.g., building Up to 10
nane or nunber). al phanuneri c

characters
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| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Room The roomidentifier (e.g., room nunber). Up to 10
al phanuneri c
characters
Local Street The street nunber and street of the Up to 40
student's | ocal address. al phanuneri c
characters
Local City The city of the student's |ocal address. Up to 20
al phanuneri c
characters
Local State The state of the student's |ocal address. Up to 19
al phanuneri c
characters
Local ZIP The ZI P code of the student's | ocal Up to 9
addr ess. al phanuneri c
characters
Local Phone The student's | ocal phone nunber. 10 nuneric
characters
Spouse Nane The nane of the student's spouse. Up to 31
al phanuneri c
characters
Hei ght The student's height in inches. 2 nuneric
characters
Wei ght The student's wei ght in pounds. 3 nuneric
characters
Neck The student's neck size in inches. 2 numeric
characters
Physi cal The date the student's physical was yyyy/ mi dd
Conpl eti on conduct ed.
Dat e
Gas Chanber The year the student passed the endurance yyyy
Year training for gas chanmber exposure.
BST Test Year The last digit of the cal endar year in Only 1
whi ch the student took this test. numeri c
char act er
BST Test The nunber of tasks performed (test Up to 3
Correct guesti ons answered) correctly. nuneric
characters
BST Test The nunber of tasks (test questions) Up to 3
At t enpt ed attenpt ed. nuneric
characters
BST Test Score | The score achieved after all cal culations Up to 3
are made. numeri c

characters

Wat er Local A drop-down list for you to choose the code representing

d ass the appropriate water survival classification fromO -
unqualified to 9 - Marine Conbat Instructor Trainer of
Water Survival. Default is unknown.

Wat er Local The date the classification was nade. yyyy/ mi dd

Dat e

Rifle Local The date of the local score. yyyy/ mi dd

Dat e

Rifle Local The score achieved after all calcul ations Up to 3

Score are made. numeri c

characters

Rifle Local A drop-down list for you to choose the appropriate code

d ass representing the rifle local classification

Pi stol Local The date of the local score. yyyy/ mi dd

Dat e
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Certification

| TEM DESCRI PTI ON PARAVETERS/
FORVAT

Pi stol Local A drop-down list for you to choose the Only 1

d ass appropriate code representing the pistol nuneric
I ocal classification. char act er

Pi stol Local The score achieved after all calcul ations Up to 3

Score are made. numeri c

characters

Pi stol Local A drop-down list for you to choose the appropriate weapon

Weapon cal i ber.

Remar ks The student renarks in this nmeno text field |[Up to 64,000
pertain to the eval uation categories and al phanuneri c
maxi num r et est val ue. characters

ASVAB CL The clerical score on the ASVAB. Up to 3

numeri c
characters

ASVAB GT The general technical score on the ASVAB. Up to 3

numeri c
characters

ASVAB EL The el ectronic score on the ASVAB. Up to 3

numeri c
characters

ASVAB W The notor nechanics score on the ASVAB. Up to 3

numeri c
characters

CCT The general classification test score on Up to 3
t he ASVAB. numeri c

characters

Cvilian A drop-down list fromwhich you nay choose the code

correspondi ng to the highest attained educational or

professional certificate or degree.
field for only a nmanually created record

You may edit this

Civilian Leve

A drop-down list fromwhich you nay choose the code
correspondi ng to the highest attained educational or

professional certificate or degree.
field for only a nmanually created record

You may edit this

Cvilian Mjor

A drop-down list fromwhich you nay choose the student's

maj or subj ect of study and know edge.
field for only a manually created record

You may edit this

Educati on Year

The year

(yyyy) the education was conpl et ed.

inthis meno text field are determ ned by
the System Admi nistrator. This field is
unavai |l abl e for Unassi gned students.

Conpl et ed

Educati on A drop-down list fromwhich you nay choose Y or Nto

Conpl et ed i ndi cate that the educati on was conpl et ed.

User Field 1 Any type of information the System Up to 10
Admi ni strator determ nes you should record. |numeric
This field is unavail able for Unassigned characters
st udent s.

User Field 2 A date field (e.g., equipnment issue date). yyyy/ mi dd
This field is unavail able for Unassigned
st udent s.

User Fields Any type of information the System Up to 30

3-9 Admi ni strator determ nes you should record. |al phanuneric
These fields are unavail able for Unassigned |characters
st udent s.

User Field 10 | The type of remarks required or suggested Up to 64,000

al phanuneri c
characters
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e. Click on Exit to return to the Select Information selection

list

8.3.10 G oup Process -

box.

PFT

This option allows you to access nultiple records to individually update

sel ected fields of student

1. Fromthe
Process.

records.

Mai nt enance drop-down menu (Figure 8-09), choose G oup
Then choose PFT. The Select a O ass dialog box (Figure

8- 60) opens.

2. Referring to Table 8-47,
data fields to update student

2x

LEELL A0 2HAR/03:2003030 ﬂ

Class Status:

MOZH4R4

Sort by:

% Name

" SN

PFT Date: 20030527 Administrator:

Continue | Quit |

Fi gure 8-60.

Default |

Sel ect a C ass

conplete the required information in the
PFT records. If you only wish to

view the PFT default scores, refer to Step 4.
Tabl e 8-47. Select a C ass
| TEM DESCRI PTI ON
Course 1D Non-editable field displaying the identifier of the
course upon which the selected class is based.
d ass A drop-down list for you to choose the class for which
you wish to performan edit of selected fields.
Sort by Nane Clicking on this radio button presents a |list of students
sorted by |ast nane.
Sort by SSN Clicking on this radio button presents a |list of students
sorted by SSN.
PFT Test ID A drop-down list for you to choose a PFT Test ID.
PFT Date The PFT date. The current date is the default date.

Enter in yyyy/mmidd fornmat.

Adm ni strator

Non-editable field displaying the [ ast name of the course
adm ni strator.

3. dick on

(i.e., gender and DOB),
report will
i nfornmati on that you must correct.
sel ection Ii st

Version 4.0

Continue. If critical student information is m ssing
MCAI M5 cannot conpute the PFT score

appear with a list of student records with m ssing
O herw se, the Course: d ass

box (Figure 8-61) opens.

A
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Course: MO2ZH4R4 FY/Class: MOZH4R4 /0472004020 ﬂﬂ
Enter Information for: NAME SSN RANK [~

& All Records LJONES, JOSHUA 444444444 Pyt 3
|JONESY, BRYANT 414141414 [PFC 3
 Multiple Selected Records LANGE, JOHN 1717171171 Pvt 3
, OWENSBURG, SHAWH 666666666  |Pvt |3
" by Specific Platoon Code PERTERSONS, GREG 141414141 [PFC_ 3
; PETERS, WILLIAM 313131313 Pwt 3
glalzonone: SMITH, DAMON 333333333 Pwi 3
SMITH, JOSEPH 212121212 |PFC 3
SMITHBURG, CHARLES 515151515 |Pwt 3

WILLIAMS, PAUL 1111111 PFC 3 |
Continue | Quit | WILSONBURG, GARY /sooeBoBED  [Pvt 3

Figure 8-61. Course: d ass
a. Refer to Table 8-48 for an explanation of the data fields.
Tabl e 8-48. Course: d ass
| TEM DESCRI PTI ON
Al'l Records This option allows you to choose all records for the
sel ected cl ass.
Mul tiple This option allows you to choose specific records for the
Sel ected sel ected cl ass.
Recor ds
by Specific This option allows you to choose all records of students

Pl at oon Code

in a specific platoon for the sel ected cl ass.

Pl at oon Code

A drop-down list for you to choose the desired platoon

code.

Untitled Non-editable field displaying a Iist of students by nane,
SSN, rank, and PLT. Use your arrow keys to view all the
information in each colum of the table.

b. dick on the radio button beside the records for which you
desire information.
(1) If you choose All Records, all the records to the right
are sel ected.
(2) If you choose Multiple Selected Records, you nust double
click on the desired records to the right.
(3) If you choose by Specific Platoon Code, you nmust choose
the desired platoon code in the drop-down |ist.
c. Cick on Continue. The Enter PFT Scores for Course:Cl ass
di al og box (Figure 8-62) opens for a specific student. |If you
do not wish to edit this record, click on Skip. A nessage
appears to confirmyour wish to skip the record. Wen you
click on Yes, a record for another student opens.
Enter PFT Scores for Course: MOZH4R4 FY/Class: MOZH4R4/04/2004021 - 3|
Name: PFC FORD, MICHEAL D. SSN: 616161616 Age:24 Male
~ PFT Misc
[ Partial Waiver I Medical Waiver ™ RNT (Required Not Taken)
= Pullup/Arm Hang  Crunches © Run Waiver Date: 0050527 |
Comments: |j
~PFT Information
Pullups: |||]_ Crunches:lu— Run:lT PFT Score:0 Grade:0
PFT Class:
PFT Dale:lW Administrator:
Save | Done | Skip |
Figure 8-62. Enter PFT Scores for Course: d ass
Version 4.0 8- 88 9/ 24/ 03
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conplete the required data in the data

fields.
Table 8-49. Enter PFT Scores for Course: d ass
| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Nane Non-editabl e field displaying the student's nane for the
sel ected record.
SSN Non-editabl e field displaying the student's SSN for the
sel ected record.
Age Non-editable field displaying the student's age for the
sel ected record.
Untitled Non-editabl e field displaying the student's gender for
the selected record
PFT M sc
Partial Waiver [Cick this checkbox if the PFT taken on this date has a
partial waiver. You must click on the radio button bel ow
to designate which test is waived: Pullup/Arm Hang,
Si tup/ Crunch, or Run.
Medi cal Waiver [Cick this checkbox if the PFT taken on this date has a

nmedi cal waiver. The radio buttons below will be

di sabl ed.

RNT (Required

Click this checkbox if the PFT taken on this date i s RNT.

Not Taken) The radi o buttons bel ow will be disabl ed.

Pul [ up/ Arm Cick this radio button if the partial waiver applies to

Hang this test.

Crunches Cick this radio button if the partial waiver applies to
this test.

Run Cick this radio button if the partial waiver applies to
this test.

Wai ver Date The date that the waiver is docunented. yyyy/ mi dd
The default is the current date.

Conment s If the student has a waiver or failed the Up to 54

PFT based on performance, an
explanation in this field.

conments for other reasons.

you nmust enter
You may enter

al phanuneri c
characters

PFT | nformati on

Pul | ups Nunber of pull-ups for males or length of arm Up to 2
hangs in seconds for fenmales. You may edit this | nuneric
field. characters

Crunches Nurmber of crunches. You nmay edit this Up to 2
field. numeri c

characters

Run Time in mnutes and seconds. You may edit 18: 00
this field.

PFT Score Non-editabl e field displaying the PFT score.

Grade Non-edi tabl e field displaying the PFT grade

PFT d ass Non-editabl e field displaying the PFT class (1st, 2nd, or
3rd class performance, the type of waiver granted, or RNT
status).

PFT Date Non-editabl e field displaying the PFT date.

Adm ni strator Non-editabl e field displaying the name of the PFT
Adni ni strator.

e. Cick on Save. |If Pullups, Crunches, or Run still equal zero,
you receive a nessage confirmng that you wish to save this
record

(1) dick on Yes to continue. |If the student failed the PFT

Version 4.0

due to performance or missing waiver information, a
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nmessage appears to offer you four choices to correct the
information. dick on OK. The system does not all ow you
to save the record until you enter the required

i nformation.

(2) dick on Save or Done to exit w thout saving.

(a)

(b)

If you click on Save, a nessage appears with a
sunmary of PFT information for you to confirm
Gicking on No returns you to the dial og box.
Cicking on Yes returns you to the Student Managemnent
wi ndow and the information is saved.

If you click on Done, the systemreturns you to the
St udent Managenent wi ndow and the information is not
saved.

4. dick on Default. The PFT Defaults dialog box (Figure 8-63) opens
for you to view the scores.

a.

Version 4.0

If you wish to use the scores established for a high altitude
site, click on the checkbox beside that title. The m ninmmrun
scores change.

Cick on Save. This returns you to the Select a Class dialog

box.

PFT Defaults [x]

= Male Pullup Minimum: 3 3 3 3
I” High Altitude Site | Fernale Arm Hang Minimum: 15 15 15 15

Age Groups: 17-26  27-39 40-45 46-Over

MalefFemale Situp Minimum: 50 45 45 40

Male Run Minimum: 28:00 23:00  30:00 33:00
Female Run Minimum: 31:00  32:00  33:00 36:00

Minimum Passing Score Total: 135 110 il 65

e e |

Figure 8-63. PFT Defaults
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